Y ear-end Closing Procedures

TO: AGENCY DIRECTORS & CHIEF FISCAL OFFICERS

FROM: Department of Finance & Administration

RE: Year-End Closing FY2004 Procedures, Timelines, and Instructions
DATE: June 9, 2004

At the request of several agencies, this year the year-end documentation has been consolidated into one
instruction installment, as attached. However, each DFA administration’s instructions will be maintained
on their individual website. This overview of closing procedures for FY2004 will hopefully streamline the
closing process by allowing users to open only those instructions that are needed and eliminating the
printing/viewing of cumbersome amounts of information that not all users will need.

There will be revisions and changes as we work through this process. These communications will be sent
priority notice from our office. Please note: ***INITIAL TIME LINES ARE SUBJECT TO CHANGE!! ANY
CHANGES IN DEADLINES WILL BE COMMUNICATED AS SOON AS THEY ARE KNOWN.***

The attached information pertains to PROCUREMENT, PAYROLL, and ACCOUNTING processes.

Park and post security changes have been made during FY2004 to ensure internal controls are
maintained. Be sure to keep in mind your staff’'s security access when planning your agency’s year-end
efforts. At least one person with enter and park capability and one person with posting capabilities for
both accounts payable and general ledger modules should be present the evening of June 30, 2004.

Refer to the following TABLE OF CONTENTS for information layout. These instructions and information
are also available on the following websites:

AASIS http://www.aasis.state.ar.us/2003_Year End/default.htm
DF&A http://www.arkansas.gov/dfa/accounting/index.htmil

Questions should be addressed to each sections contact.
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Fiscal Year End Timeline at a Glance
Sunday, June 27

Deadline for agency contact person for general special revenue distribution
Monday, June 28

Normal Operation

Highway Department Payroll

Final Receipt of Federal Monies by Treasurer
Nightly Payment Run
Tuesday, June 29
Normal Operation
Normal Off-cycle Payroll
Nightly Payment Run
Wednesday, June 30
Normal Operation
Treasurer and Auditor to recelve Tuesday warrants
Mid morning transmit to Treasurer for deposits
Treasurer closes at hoon, no deposits accepted after thistime
Treasurer begins redemption of warrant process at hoon.
General Revenue Distribution to Office of Accounting at 6 PM
Specia Revenue Distribution to Office of Accounting at 6 PM
Office of Accounting finishes distribution by 9 PM
Notification of distribution to Agency staff designated to work Wednesday night at 9 PM
Agencies will be suspended from AASIS FI posting before final payment run begins
Final FY 2004 Payment Run — planned for approximately 10 PM
Thursday, July 1
Agencies suspended from FI posting only until 7:00 am. Tuesday morning, July 6, 2004
HR posting will still be available
Treasurer and Auditor to receive final FY 2004 warrants
Final closeout entries by Office of Accounting

Carry forward Items
Carry-forward of purchase orders, goods receipts and
invoices for items with carry-forward appropriation
authority
Carry-forward of purchase orders with no budget for items
with no carry-forward appropriation authority
Carry-forward of purchase orders and goods receipts or
invoices for those items covered by AR Code 19-4-702.

Friday, July 2 (Human Resour ce Only)
Validation of Appropriation Balances by Office of Accounting
Holiday Schedule Payroll Processing

Saturday, July 3
Validation of Appropriation Balances by Office of Accounting
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Sunday, July 4
Validation Continues
Monday, July 5
STATEHOLIDAY
Validation Continues
Create FY 2005 Appropriation File for Auditor of State
Tuesday, July 6
Normal processing resumes
Office of Accounting to complete any necessary entries
Holiday Schedule Payroll Processing Continues
Normal payment run processing
Wednesday, July 7

Medicaid Funding Process

Payroll funding should be received, processed, and deposited at Treasurer
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Procurement Detailed | nstructions

Please remember that Goods Receipts (M1 GO transactions) must not be keyed if goods are
not received and L ogistics Invoice Receipts (MIRO transactions) must not be keyed unless

the invoice has actually been received. If you have questions or concer ns about the process,
please contact us at your convenience at (501) 682-1675.

All payments made in the New Year will be charged against the New Year budget.

l. FY2004 CLEAN UP EFFORT

All agencies must clean up purchasing documents before year-end to properly reflect their
program spending level for FY 2004:
a. Eliminate unwanted POs
b. Delete PO lines with discontinued account assignments (those carrying cost centers,
WBS dements and Internal Orders), which will no longer be valid in the new fiscal
year.
NOTE: Instructions for this process can be found at courseware .

c. Process Goods Receipt (MIGO transaction) for those goods and services that have
ACTUALLY been received.

d. Process Logistics Invoice Receipts (MIRO transaction) for those goods and services
that have ACTUALLY been received.

Agencies should delete al existing POs for assets, which will not be delivered by June 30, 2004,
and enter new POs for them after June 30, 2004. This ensures that postings occur in the correct
year so the asset master records remain in sync with related PO documents.

No Purchase Requisitions will be carried forward. The reason is to prevent budget problems that
can occur from account assignment changes that could otherwise be made on associated POs.

. FY 2005 PROCESSES

The ASC will carry forward al open PO lines where there is sufficient budget in the new fiscal
year to cover the commitment. Agencies should be aware that POs and PRs carried forward into
FY 05, will decrease the FY 05 budget immediately when the system is “brought back up” after
June 30, 2004
The following will be carried forward:
- PO lines with no receipts posted (Goods Receipts/Logistic Invoice Receipts)

PO lines with partial receipts

PO lines which have not had the deletion flag set

PO lines which have not had the final invoice indicator set
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PO lines where the account assignment (Cost Center, WBS Element, Internal Order, General
Ledger Code) will change in the new FY from the assignments in the prior FY _should be deleted
prior to year end by agency personnel. These are not to be carried forward. PO lines that have
fund or funds center (derived from the account assignment) changes from the prior fiscal year to
the new fiscal year should also be deleted and are not to be carried forward.

Maintenance on POs with carry forward line items:
a. Users cannot add new lines to the PO. A new PO must be created.
b. Users cannot change any account assignment information
o Cost center
0 Interna order
o WBSdement
o G/L Account

Delete purchase requisitions that will not be completed prior to June 30, 2004.

Follow correct accounting procedures, a Goods Receipt (MIGO) transaction must not be
keyed unlessthe goods or services have actually been received and an | nvoice Receipt
(MIRO) transaction must not be keyed unless the invoice has actually been received.

No posting of transactions of any nature will be allowed in FY 2004 after June 30, 2004.

For al New Y ear POs (not carried forward POs — see above) which require account assignment
information changed (Cost Center, Internal Order, WBS Element, Asset number, and / or G/L
Account), delete the existing line with the incorrect data and add a new line for the desired
account assignment information. This process ensures budget accuracy and avoids errors that
might otherwise result from changing the account assignment on an existing line item that has
already been posted.

If aposted new year PO line item is incorrect due to material number, quantity, amount or some
other reason, delete that line and create a new one rather than editing the existing line. This
ensures accurate accounting of all related transactions involved with the PO.

For assistance with AASIS related questions please email
http://aasis.state.ar.us/hel pdeskform.php

For policy questions email OSP-04ye@dfa.state.ar.us
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PAYROLL Detailed Instructions for User Agencies

Please note the following PAY ROLL instructions and information:

» Thefind Off-Cycle for fiscal year 2004 (following PP 13-2004) will be processed Tuesday June
29, 2004 using a pay date of June 30, 2004. This Off-Cycle will bethe ONLY Off-Cycle
processed during the week of June 27, 2004 through July 3, 2004 and will expense against FY
2004 appropriations and funds. There will be no Off-Cycle processed July 1, 2004. Requests for
this Off-Cycle must be received in OPM no later than 10:00 am. June 29, 2004.

» Thefirst pay period for fiscal year 2005 (PP 14-2004) will be processed on July 2, 2004 due to
the Independence Day holiday being celebrated on Monday July 5, 2004 (see the Bi-weekly
Schedule of Pay Periods/Fiscal Y ear 2005).

» Master Data changes/corrections affecting the current fiscal year (FY 2004) must be performed
prior to the end of the fiscal year (June 19 2004). Effective PP (pay period) 14-2004, the retro-
caculation date on the employee ITO003 (Infotype 0003) record will be reset to June 21, 2004
(thefirst date of the first pay period of fiscal year 2005). If it is necessary to perform ANY
Master Data correction or change effective prior to June 19, 2004, after PP 13-2004 has been
exited, an OPM Request to Change Retro-Accounting Date form, including a justification, must
be provided to OPM Payroll Systems (fax number 501-682-5094). OPM will reset the employee
ITOOO03 records in this same manner at the beginning of each fisca year in the future. Asaresult,
agencies will be alowed to make changes/corrections to any Master Data within the current fiscal
year. Therewill be no need to submit an OPM Request to Change Retro-Accounting Date form
except in cases where the agency wants to retro back into the prior fiscal year.

» Toavoid creating a negative expense in FY 2005 for FY 2004, no retro-calculations resulting
from over payments that occurred in FY 2004 will be permitted. Over payments must be
collected from the employee by personal check or money order. Retro-calculations resulting
from under payments that occurred in FY 2004 will be permitted provided your agency can
certify that appropriation and funds were available as of 6:00 PM June 30, 2004, to pay the
employee prior to the close of FY 2004. The request to pay an under payment must be
accompanied by a DFA Office of Accounting Letter of Certification when submitted to OPM
Payroll Systems, as well as, an OPM Reqguest to Change Retro-Accounting Date form.

» Changes/corrections to employee Master Cost Center and/or Cost Distribution (Cost Center,
Internal Order, WBS Combinations) M UST be performed BEFORE June 19, 2004. Agency HR
personnel should communicate with Agency FI personnel to assure that error corrections have
not been performed prior to any changes/corrections to employee Master Cost Center and/or Cost
Distribution.

» Transactionswith future dates greater than 7/01/04 should not be performed earlier than
07/01/04 due to the fact that the COLA has not been applied. Agencies can begin performing
future dated transactions beginning July 1, 2004.

» BE AWARE that the COLA will be effective July 1, 2004 based on the employee salary as of
June 30, 2004. Therefore, any personnd action that affects an employee's basic pay with an
effective date of July 1, 2004 SHOULD NOT be entered until after the COLA has been

applied.
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> If, after the COLA has been applied, the agency needs to enter an action effective July 1, 2004 or
realizes that an action, which affects an employee’s basic pay, was over looked and should have
been performed prior to July 1, 2004, the agency MUST contact the AASIS Help Desk to log a
ticket. DO NOT attempt to delete the COL A record on the basic pay screen. THIS
ACTION MUST be performed by the ASC staff in order to maintain the historical COLA
records. Once the ASC staff has performed the necessary transaction to remove the COLA
record, agency personnd will be instructed to perform the needed personnel action or the one
previoudy overlooked. Upon notification from the agency that this personnel action has been
completed, ASC staff will regpply the COLA.

» COLA isnot given to Extra Help employees. If the agency decides to give the COLA to an Extra
Help employee, a Change in Pay/Position Attributes personnel action must be performed. The
Reason Code on the Action Infotype (0000) should reflect 03 (Adjustment/Correction). The
Reason Code on the Basic Pay Infotype (0008) should reflect 01 (Within Range).

» Employees with a Hire Date of 07/01/04 are not digible for the COLA.

» Payouts for terminated employees with a termination date prior to June 21, 2004, must be
processed on or before the last pay period of the current fiscal year (PP 13-2004) to expense
against fiscal year 2004 appropriations and funds. Payouts processed in fiscal year 2005 for fiscal
year 2004 will be considered an under payment as described in bullet number four (4) of these
instructions.

» Leave absences for dates up through June 30, 2004 M UST be entered prior to close of business
(4:30 p.m.) June 30, 2004 and L eave absences for July 1-3, 2004 MUST NOT be entered into the
system until July 1, 2004 or later so that the Leave Liability report will reflect correct data.

» Time/Leave entries for July 223 MUST be entered prior to OPM running the live payroll for PP
14-2004 at 2:00 p.m. July 2.

» Do not use the Leave Liability Report to clean up your quota errors. Y ou should run the report
‘PT_QTA10 (Absence Quota Information) to verify employee leave balances befor e running
your agency Leave Liability Report.

» Torunthe‘PT_QTA10 — Absence Quota Information report’, use the following parameters:

Other period field “from” and “to” should be the same date (use current date for current
bal ances)

Use the selection fields to select employees

Quota type should be absence type (range can be entered using “from” and “to” fields)
Key date for deduction should be same date as other period

Key date for entitlement should be same date as other period

Select display from radio buttons available

Display Data Format Layout /SWRO1 or /OLTC

Errors identified should then be corrected through transaction PA61 — Quota Correction,

using infotype 2013, followed by running your agency Leave Liability report.
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» To run your agency Leave Liability Report - ZCOMP_ABSENCES, use the following
parameters:

Other period: “from” date should be first day of month and “to” date should be last day of
month

Person selection field should be same as other period

Usefurther selections to select business area

Use further selections to select employee status (3) for active employees

Execute

» The Office of Accounting will create the statewide Leave Liability Report. In order for
accounting information to be reported correctly, al leave absences related to FY 2004 MUST be
entered by the close of business (4:30 p.m.) on June 30, 2004 and all Leave absences for July 1-3,
2004 MUST NOT be entered into the system until July 1, 2004 or later.

» Asdways, remember that any time arecord is opened for changes/corrections to the Master Data,
the agency must perform a payroll simulation on that personnel number and review each retro-
calculation that isin the employee results for that payroll smulation prior OPM running the live
payroll. The agency must verify that the results are as they anticipated. If not, a
change/correction must be entered prior to OPM running live payroll to avoid the occurrence of
additiona problems.

PAYROLL Detailed Instructions for SERVICE BUREAU Agencies

Please note the following PAYROLL instructions and information:

» Thefina Off-Cycle for fiscal year 2004 (following PP 13-2004) will be processed Tuesday June
29, 2004 using a pay date of June 30, 2004. This Off-Cycle will bethe ONLY Off-Cycle
processed during the week of June 27, 2004 through July 3, 2004 and will expense against FY
2004 appropriations and funds. There will be no Off-Cycle processed July 1, 2004. Requests for
this Off-Cycle must be received in OPM no later than 10:00 am. June 29, 2004.

» Thefirst pay period for fiscal year 2005 (PP 14-2004) will be processed on July 2, 2004 due to
the Independence Day holiday being celebrated on Monday July 5, 2004 (see the Bi-weekly
Schedule of Pay Periods/Fiscal Year 2005). In order for OPM to process all documents for
Service Bureau Agenciesfor the Payroll Period 14-2004, forward Time Sheets, and
approved Employee Request for Leave (if applicable), no later than 12:00 noon,
Wednesday, June 30, 2004.

» Master Data changes/corrections affecting the current fiscal year (FY 2004) must be performed
prior to the end of the fiscal year (June 19, 2004). Master Data changes/corrections must be
forwarded to OPM by 12:00 noon June 17, 2004. Effective PP 14-2004, the retro-calculation
date on the employee Infotype 0003 record will be reset to June 21, 2004 (the first day of FY
2005). If it is necessary to perform ANY Master Data correction or change effective prior to June
21, 2004, after PP 13-2004 has been exited, an OPM Request to Change Retro-Accounting Date
form, including a justification, must be provided to OPM Payroll Systems (fax number 501-682-
5094). OPM will reset the employee ITO003 records in this same manner at the beginning of
each fiscal year in the future. Asaresult, agencies will be allowed to make changes/corrections
to any Master Data within the current fiscal year. There will be no need to submit an OPM
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Request to Change Retro-Accounting Date form except in cases where the agency wants to retro
back into the prior fiscal year.

To avoid creating a negative expense in FY 2005 for FY 2004, no retro-calculations resulting
from over payments that occurred in FY 2004 will be permitted. Over payments must be
collected from the employee by personal check or money order. Retro-calculations resulting
from under payments that occurred in FY 2004 will be permitted provided your agency can
certify that appropriation and funds were available as of 6:00 PM June 30, 2004, to pay the
employee prior to the close of FY 2004. The request to pay an under payment must be
accompanied by a DFA Office of Accounting Letter of Certification when submitted to OPM
Payroll Systems, aswell as, an OPM Reguest to Change Retro-Accounting Date form.

Changes/corrections to employee Master Cost Center and/or Cost Distribution (Cost Center,
Internal Order, WBS Combinations) M UST be performed BEFORE June 19, 2004. Agency HR
personnel should communicate with Agency FI personnel to assure that error corrections have
not been performed prior to any changes/corrections to employee Master Cost Center and/or Cost
Distribution.

Transactionswith future dates greater than 07/01/04 should not be performed earlier than
07/01/04 dueto the fact that the COLA has not been applied. OPM, on behalf of Service
Bureau agencies, can begin performing future dated transactions beginning 07/01/04. Future
dated transactionsfor July 1-3, 2004 must be submitted to OPM by 12:00 noon Wednesday
June 30, 2004.

BE AWARE that the COLA will be effective 07/01/04 based on the employee salary as of
06/30/04. Therefore, any personnel action that affects an employee’ s basic pay with an effective
date of 07/01/04 WILL NOT be entered until after the COLA has been applied.

If, after the COLA has been applied, the agency needs OPM to enter an action effective 07-01-04
or redlizes that an action, which affects an employee’ s basic pay, was over looked and should
have been performed prior to 07/01/04, the agency MUST contact OPM. OPM will contact the
AASIS Support Center. OPM will not attempt to delete the COL A record on the basic pay
screen. THISACTION MUST be performed by the ASC staff in order to maintain the
historical COLA records. Oncethe ASC staff has performed the necessary transaction to
remove the COLA record, OPM will be instructed to perform the needed personnd action or the
one previoudly overlooked. Upon notification from OPM that this personnel action has been
completed, ASC staff will regpply the COLA.

COLA isnot given to Extra Help employees. If the agency decides to give the COLA to an Extra
Help employee, a Change in Pay/Position Attributes personnel action must be performed by
OPM. Thismust be submitted to OPM as a future dated transaction by 12:00 noon
Wednesday June 30, 2004. The Reason Code on the Action Infotype (0000) should reflect 03
(Adjustment/Correction). The Reason Code on the Basic Pay Infotype (0008) should reflect 01
(Within Range).

Employees with a Hire Date of 07/01/04 are not eligible for the COLA.
Payouts for terminated employees with a termination date prior to June 21, 2004, must be

processed on or before the last pay period of the current fisca year (PP 13-2004) to expense
against fiscal year 2004 appropriations and funds. Payouts processed in fiscal year 2005 for fisca

10
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year 2004 will be considered an under payment as described in bullet number four (4) of these
instructions.

» Leave absences for dates up through June 30, 2004 WILL be entered by OPM prior to close of
business (4:30 p.m.) June 30, 2004 and L eave absences for July 1-3, 2004 WILL NOT be
entered into the system by OPM until July 1, 2004 or later so that the Leave Liability report will
reflect correct data.

» OPM will run thereport ‘PT_QTA10 — Absence Quota Information’ to verify employee leave
balances befor e running your agency Leave Liability Report.

» The Office of Accounting will create the statewide Leave Liability Report.

Accounting Detailed | nstructions

The following instructions pertain to ACCOUNTING year-end processes:

1.

The Department of Finance and Administration Office of Accounting (DFA-OA)
has discussed year-end cash management strategies with several agencies that
have experienced a negative fund balance during FY2004 at the Treasurer's
Office. It isimportant to remember that the balance reflected in your system of
record for your agency fund balance is not the Treasurer’s Office records. No
state agencies have direct access to the fund balances maintained by the
Treasurer’s Office.

The only assurance you have is to verify that deposits have been received by 12
noon Wednesday, June 30, 2004, in the Treasurer’s Office that you have entered
in your records. DFA-OA suggests that you receive a stamped copy of each
deposit you make at the Treasurer’s Office during the final two weeks of June.

The following are the important dates for cash management during June.

June 23, 2004, close of business- All Due To/From in Payroll Paying Fund
must be cleared.

June 25, 2004, close of business - Funding for the payroll to be distributed to
employees on Friday, June 25, 2004, must be completed.

June 28, 2004, close of business — All wire transfers and ACH deposits that
are to be recorded in FY2004 will have to be receipted through the Federa
Reserve Bank to an account of the Treasurer’s Office with the corresponding
agency receipt provided to the Treasurer’s Office the same day.

June 29, 2004, close of business — Agencies that will need DFA-OA to
process transfers into their Constitutional Officers, State Central Services,

11
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Miscellaneous Agencies, Miscellaneous Revolving, or inter-agency transfers
should email their request to Catherine.Hickerson@dfa.state.ar.us and include
all pertinent funds, cost centers, business areas, and amounts.

June 30, 2004, 10AM — All receipts will have to be processed to ensure
delivery of the deposit receipt to the Treasurer’s Office prior to their closing at
noon.

June 30, 2004, 10 AM — The Off-cycle payroll for Biweekly Pay Period 13 of
2004 will have been processed Tuesday, June 29, 2004. Funding must be
completed by Wednesday, June 30, 2004 at 10 AM.

June 30, 2004, Noon — Warrant redemption by the Treasurer’s Office begins.
Also, al funds must have a zero or positive balance per the Treasurer's
records.

June 30, 2004 — At approximately 10 p.m., the last payment run will execute
to issue warrants to utilize all general and special revenue distributions as
determined by the State Treasurer in his final distribution of FY 2004 revenue
for June 30, 2004.

June 30, 2004, close of business — All funds must have a zero or positive
balance on the agency’ s records.

All agencies will need to clean up Payroll Due To/From accounts by June 17,
2004, and then fully fund payrolls by June 25, 2004 for the regular payroll, and
by  June 30, 2004  at 10 AM for the  Off-Cycle.
http://aasis.state.ar.us/2004 Y ear End/default.htm

All agencies will need to verify the accuracy of outstanding GR/IR by June 21,
2004. http://aasis.state.ar.us/2004 Y ear End/default.ntm

WBS Capital (Assets Under Construction) Projects will need to be settled to an
Asset Under Construction asset shell by June 30, 2004. If you have further
guestions about the process, the courseware involved can be found on the AASIS
web site at: http://aasis.state.ar.us/Training/CourseWare/ CWareAUC.htm or you
may aso call Deanna Richardson at (501) 683-0395 if you have questions.

Parked, Held and Blocked documents will need to be cleared by June 21, 2004.
Appendix 2 provides the instructions for reviewing these documents.
http://aasis.state.ar.us/2004 Y ear End/default.htm

Error corrections for both receipts and expenditures, warrant cancellations and
refunds to expenditures must be received by the DFA —Office of Accounting by
June 21, 2004, in order to allow time for review, posting and transmittal of this
information to the Treasurer and Auditor.

12
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10.

11.

12.

FY 2005 master data request should be made by June 21, 2004. Also, al agencies
should verify the FY 2004 master data is setup correctly. (i.e. if an agency has a
WBS element or cost center that should not be used beyond June 30, 2004, they
need to make sure it is locked for all posting). NOTE: Depreciation cannot be
posted on assets with locked cost centers. Please confirm whether there are assets
that are locked ard if so, consider whether to transfer to new asset with new cost
center. Otherwise, AASIS Support Center will have to unlock the cost center each
month to run depreciation and then lock it again.

Due To/From accounts other than payroll should be reviewed and adjusted to the
proper amounts by June 25, 2004. Appendix 3 contains the instructions for this
process. Entries that affect cleared cash should be cleared by Meanie
Hazedlip at (501) 682-5229 prior to entry to ensure no duplication with fund
reconciliation efforts. Due to/from amounts related to DFA funds such as
AGA, ASA, and ARH and/or general and special revenue should be
discussed with Catherine Hickerson befor e attempting to correct.
http://aasis.state.ar.us/2004 Y ear End/default.htm

Electronic fund transfers that are expected to be included in your fund balances
for Fiscal Year 2004 must be deposited into the Treasurer’'s bank by 5PM on
June 25, 2004. The deposit receipt must also be in the Treasurer’'s Office by
close of business on June 25, 2004, to ensure posting by Treasurer’s Office.

A hard cash close will occur on June 30, 2004, at noon. You must ensure that
you do not have negative balances as of this date in both your agency records and
the Treasurer’s records. The hard cash close will help the Office of Accounting
prepare cash basis reports for the comparison of expenditures to appropriations.
Although the regulatory laws governing the State’s central system were changed,
the constitutional laws governing the disbursements out of and receipts into
Treasury funds and appropriations have not changed.

The last Division of Revenue interface file to the Treasurer will be run at 10AM
on June 30, 2004. The cash journal must be cleared and postings of revenue
completed before that time. Receipts and actual monies (cash, check, warrant,
etc.) must be delivered to the Treasurer before noon on June 30, 2004. Fund
transfers must be finished by 10AM on June 30, 2004 in order to be included in
the interface file for the Treasurer for FY 2004.

All invoices to be paid out of FY 2004 shall have a payment date of June 30,
2004, or earlier. Payment terms expressed in number of days cannot exceed this
deadline. All direct deposit payments expected to be paid from FY 2004 must
have a bank pay date less than June 30, 2004. FB60 and MIRO transactions
will be keyed as pay immediately (payment terms 0001).

13
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13.

14.

15.

16.

17.

Prior Year Obligation (*Y vouchers’ from FY2003) must be paid in FY2004 by
June 30, 2004, or the vendor will be forced to go to the Claims Commission.

Refer to the Procurement Year-End Instructions for the method of carry forward
for purchase orders with goods or services received for which no invoice has been
receipted by June 30, 2004. . A certification letter that funds and appropriations
were available for the FY 2004 must be presented for each “Y Voucher” processed
in FY2005. Appendix 4 (2 parts) contains the instructions for “Y Vouchers’ and
a certification letter. Open purchase orders at June 30 can remain in the system,
and the commitments against old year budget will be carried forward as
commitments against the FY 2005 budget. Any open Purchase Requisitions or
Purchase Orders that you do not plan to use, and that you do not want committing
your new budget should be deleted by June 30, 2004.

Refer to the Procurement Y ear- End Instructions for the method of carry forward
for purchase orders with goods or services received for which no invoice has been
receipted by June 30, 2004. . A certification letter that funds and appropriations
were available for the FY 2004 must be presented for each “Y Voucher” processed
in FY2005. Appendix 4 (2 parts) contains the instructions for “Y Vouchers’ and
acertification letter. Open purchase orders at June 30 can remain in the system,
and the commitments against old year budget will be carried forward as
commitments against the FY 2005 budget. Any open Purchase Requisitions or
Purchase Orders that you do not plan to use, and that you do not want committing
your new budget should be deleted by June 30, 2004.

All FY 2004 invoices for which war rants have not been issued and do not

qualify asa “45 day rule’ invoice exception as of the final payment run on
June 30, 2004 will be rever sed.

http://aasis.state.ar.us/2004 Year End/default.htm

The fina BSEG will be run on June 30, 2004.

Agencies should conduct physical inventories of items of a “material amount”,
other than equipment, on June 30, 2004. The extended value of the inventory
will be added to the trial balance by agency entered period 13 journal entries as

part of the closing entries made by your agency between July 7, 2004 and July
31, 2004.

New Year payment interface files must have a posting date greater than July 1,
2004. These may be transmitted beginning July 1, 2004. Note: There should be
no FY 2005 payments in the interface files prior to July 1, 2004. If they are
included in your final BSEG file on June 30, 2004, it is entirely possible the
file will not post properly and invalidates your final year end vouchers.
These would then create “Y Vouchers’ for items you intended to pay in
FY2004.

14
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18.

19.

FY 2002 Old Y ear Cancellations that have not been processed and FY 2002 Old

Y ear warrants that have not been redeemed will become “outlawed” on June 30,
2004. The Treasurer will provide Office of Accounting with a list of these
warrants for increasing the Agency’s Fund Balance, where legally applicable, mid
July. The outlawed warrant list will be available in August via email request to:
Danny.Bokamper @dfa.state.ar.us for user agencies and to:
SB-Accounting@dfa.state.ar.us for service bureau agencies.

It is anticipated that DFA — Office of Accounting will complete the special and
general revenue distribution by approximately 9 pm on June 30, 2004. Any
loans from the Budget Stabilization trust fund must be repaid by June 30, 2004
and any Claims Commission Charges owed will be deducted immediately after
distribution. In the event an Agency depends upon those transfers to fund vendor
payables, agency staff must be on hand until the payment run begins on June 30,
2004. This will alow the agency to receive notification of the completed
distribution and have one hour to make legal fund transfers.  This will be the
final run for FY 2004 funds and appropriation. Agencies WILL NOT have an
opportunity to clean-up or fix funding problems.

* Agencies are required to certify funds and appropriation for prior year obligations.
These certifications should be sent to DFA Office of Accounting
Tori.Bailey@dfa.state.ar.us

Fiscal Year 2004 FI agency entry ends on Wednesday, June 30, 2004, before
the final payment run for FY 2004 begins, planned for approximately 10 PM.

Catherine Hickerson will notify one agency contact person by email when
revenue distribution is completed of the amount available for that agency.
This notification is strictly for those agencies that will have personnel on duty
to key transfers into AASIS in order to spend their general and special
revenue distribution in FY 2004. You must email Catherine at
CatherineHickerson@dfa.state.ar.us in order to participate in this activity
by June 25, 2004. She will not be available by telephone the night of June 30,
2004.

The Office of Accounting will transfer reclaimable funds after August 14, 2004.
Agencies must send their Certifications of Non-Reclaimable amounts to Catherine
Hickerson by close of business July 31, 2004.

Y ear End College and University General Revenue Reimbursement
Colleges and Universities may send an email to

Catherine.Hickerson@dfa.state.ar.us requesting an alvance of Genera Revenue
up to 80% of the June allotment prior to requesting reimbursement from Service
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22.

Bureau. The advances will be made as funds are available. The advance requests
should be made by close of business June 18, 2004. Advances of General
Revenue will not be given after close of business June 28, 2004.

Colleges and Universities must transmit cash fund expenditures for which
reimbursement is requested by June 29, 2004 in order to ensure that the request
can be processed within Fiscal Y ear 2004.

Your college or university should send a reimbursement form to the Office of
Accounting via Email to SB-Accounting@dfa.state.ar.us with all coding complete
with the exception of the dollar amount. In order to minimize data entry, please
request reimbursement for expenditure balances that represent the largest
amounts.

The amounts will be filled in by the Office of Accounting based on the total
amount of the reimbursement request not to exceed the amount of the final
General Revenue Distribution. This reimbursement will be for funds only, not
appropriations as is normal throughout the year.

The reimbursement will then be processed as part of Fiscal Year Closing on
Wednesday, June 30, 2004.

To facilitate the preparation of the annual Comprehensive Annual Financia
Report (CAFR) for the year ended June 30, 2004, each state agency, board,
commission, retirement system, college, and university will need to download the
appropriate  year-end package from the DFA website located at
http://www.arkansas.gov/dfa/accounting/index.html  no later than June 25, 2004.
The following packages are on the website:

State Agency Year-end Disclosure Package — All state agencies, boards, and
commissions must complete this package and return it by the deadline listed in the
CAFR timeline.

College and University Closing Book — All colleges and universities must
complete this package and return it by the deadline listed in the CAFR timeline.

Retirement System Closing Book — All retirement systems must complete this
package and return it by the deadline listed in the CAFR timeline.

Debt Service Year-end Disclosure Package — All state agencies, boards and
commission with any type of long term debt including bonds, notes and loans
payable must complete this package and return it by the deadline listed in the
CAFR timeline.

In addition, each state agency, board, commission, retirement system, college and
university will need to download the 2004 CAFR timeline no later than June 18,
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2004. Each state agency, board, and commission will need to download the Y ear-
end Closing Status Report which must accompany the supporting documentation
for the trial balance provided to DFA-OA-CAFR and the Fiscal Year-end Entries
examples no later than June 15, 2004.

Please contact your CAFR liaison if you need assistance with downloading any of
these forms.

23. If your agency has funds that will no longer exist in FY 2005, sales and use tax
payable that has been accrued in those funds should be remitted no later than
June 25, 2004. Agencies should pay sales and use tax out of the same fund where
it was originally accrued. This presents a special problem if an agercy does not
pay the tax due by June 30, 2004 since the fund will no longer be active in July
2004. The amounts due that are not paid by June 30, 2004 may have to be
presented to the Claims Commission. Sales and use tax payable for funds that
will continue to exist in FY2005 will need to be processed as a 'Y Voucher if not
paid by June 30, 2004.

If you have any questions regarding performing AASIS transactions, please call the
AASIS help desk at (501) 683-2255. Pleaseinform the Help Desk staff that you need
assistance with year-end procedures and the module with which you need
assistance.

If you have any questions regarding this letter, email Danny.Bokamper@dfa.state.ar.us

17
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Accounting Appendix 1

Maintain Clearing Accounts— General Ledger, Accounts Payable, Accounts
Receivable, House Banks, Etc.

Overview:

Clearing accounts are suspense accounts used to record a transaction until the appropriate
location (where the transaction should reside) can be identified. For example the GR/IR account
records the accrual for goods received but not paid for, until the invoice is received and the
accrual can be replaced by a vendor accounts payable.

Maintaining clearing accounts involves multiple transactions to complete the whole process.
Clearing accounts are maintained to ensure items which have a common flow for a process are
complete and accurate. For instance if a purchase order, goods receipt and invoice do not match
then it is not automatically cleared and must be analyzed for discrepancies.

For every open item managed account used by the State, both Agency and DFA central

personnel should monitor open and cleared items. Account line items should be reviewed at least
weekly to ensure that transactions are being cleared on atimely basis, and to investigate any long
outstanding open items.

The State will be using a number of general ledger clearing accounts such as cash and payroll
clearing accounts which will be open item managed. In addition to some G/L accounts, all
customer and vendor accounts are open item managed.

The GR/IR account is aliability clearing account. Whenever goods are procured through
purchase orders, a goods receipt document is created (when the goods are subsequently
received). The creation of the goods receipt document in AASIS facilitates an automatic posting
to debit the relevant expense account and credit the GR/IR clearing liability account, pending
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receipt of the vendor invoice. The vendor invoice is received and keyed. This results in a debit to
the GR/IR clearing and a credit to the appropriate vendor payable account.

For all clearing accounts, in order for transactions to clear, the transaction that will give rise to
the clearing must be processed as a post with clearing transaction in AASIS. If the person
posting the clearing transaction does not use post with clearing, but instead uses a regular G/L
posting, the individual line items will not clear the open item managed account.

Thefollowing transactions ar e used to manage open item accounts.

Transaction F.13
Responsible Agency: Department of Finance & Administration

Purpose: Automatically clear open items of customers, vendors and G/L accounts. Execute
transaction F.13 to clear as many linesin the general ledgers, customers and vendors asis
possible. The program sets up groups of items per account according to specified criteria
determined during configuration of the system. If the balance of the group is zero, the items are
marked as cleared. For example, the customer clearing program groups together items with the
same assignment number and the vendor clearing program groups together items with the same
fund and business area. By specifying criteria, you restrict the number of items which ensures
that only items which have as a basis a common business transaction are cleared against each
other. The items in the reconciliation accounts are also cleared automatically. When clearing, the
program puts a clearing document number and a clearing date into the line items. Automatic
clearing is scheduled to run at predetermined intervals for customers, vendors and the GR/IR
Clearing account, but will be run more frequently at year end.

DFA Office of Accounting will be monitoring these postings and contacting agencies regarding
any DT/DF created as aresult of automatic clearing. See the F.13 instructions below.

-

Instructions for
F.13.doc

General Ledger/Special Purpose Ledger:

General Ledger accounts that are Open Item Managed (OIM) must be cleared, and the items
must be matched by fund in order to avoid DT/DF lines. There are two reports for users to
identify open items, which must then be followed by manual clearing using different
transactions.

The attached list shows all current OIM accounts:
OIM Geneal Ledger
Accounts.xls
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Transaction FBL3N, Transaction ZAP4 — Open Items lists

These reports are designed to assist the user in analyzing open items that have not cleared. Any
items on these reports must be researched to determine if there is a problem or if the item is still
legitimately open.

FBL3N is an open item report for the General Ledger. It does not provide open items for vendor
or customer accounts. FBL3N can be executed for a specific business area, but it does not show
fund. Users must drill down on the items into the document to determine the fund on each item.

ZAP4 is acustom report that can be executed for a specific business area and/or fund. It does
include fund information, but does not have as much detail asthe FBL3N report. It also does not
have drill-down functionality, which means users must go to transaction FBO3 in order to display
any documents requiring investigation.

Instructions for both reports are attached here.

E] E]

Instructions for Instructions for
FBL3N.doc ZAP4.doc

Transaction F-03
Resporsible Agency: All Agencies

Purpose: Investigate open items for errors, omissions and completeness, correct and manually
clear. Open items that have not automatically cleared need to be investigated and adjustments
may be required.

Transaction F-03 is used for clearing items where the debit and credit are both in the same GL
account. If the clearing is from one account to a“master account”, such as for bank accounts,
use transaction F-04 (Post with clearing).

Instructions for F-03 are attached here.

-

Instructions for
F-03.doc

Transaction F-04 (Post with Clearing)
Transaction FF67 (Process Manual Bank Statement)
Responsible Agency: All Agencies

Purpose: Investigate open items for errors, omissions and completeness, correct and manually
clear. Open items that have not automatically cleared need to be investigated and adjustments
may be required.
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Transaction F-04 is used for clearing items from one account to another. The primary example
of clearing items between accounts is the clearing of house bank accounts. Itemsin the
incoming account (deposits/transfers) and outgoing account (checks/transfers) must be cleared to
the master account (GL account number ending in “0”).

Thefirst step is to use transaction FF67 to manually process monthly bank statements for house
banks (cash funds in commercial banks). Any remaining open items, such as adjustments or
voids, should be cleared manually. Only legitimate outstanding items should remain open.
Transaction F-04 should be used to clear any open items that do not appear on the bank
statement and are not legitimately outstanding.

21




Y ear-end Closing Procedures

Instructions for FF67 and F-04 are attached here.

] £

Instructions for Bank Instructions for
Reconcilation.pdf F-04.doc

Accounts Receivable:
Transaction FBL5N — Customer Open Items

FBL5N is areport designed to assist the user in analyzing Customer open items that have not
cleared on the scheduled Automatic Clearing run. Items that require manua clearing must be
cleared with transaction F-32.

Instructions for executing report FBL5N are attached here.

i

Instructions for
FBL5N.doc

Transaction F-32 — Customer Clearing (Manual)
Responsible Agency: All Agencies

Purpose: Review open items for errors, omissions and completeness. Open items that have not
automatically cleared need to be investigated and adjustments may be required.

Instructions for using F-32 are attached here.

-

Instructions for F-32
MANUAL CLEARING F

Transaction F-03 — Clearing the Cash Journal Accounts
Responsible Agency: All Agencies

This is the same transaction used for clearing General Ledger accounts. Instructions are attached
here.

Instructions for F-03
Clearing Cash Journa
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Accounts Payable:

Transaction FBL 1IN — Vendor Open Items
Transaction ZOPENITEMAP — Vendor Open Items with Fund

Purpose: Review open items for errors, omissions and compl eteness.

There are two kinds of vendor invoices: those from the direct pay (FB60) process and those from
the Purchasing process. Both kinds of invoices appear on the FBL1IN and ZOPENITEMAP
reports of vendor open items. There are two kinds of clearing involved in the purchase order
process: vendor clearing, which matches invoices, payments and/or credit memos in the vendor
account, and GR/IR clearing, which matches goods receipts and invoice receipts in the GR/IR
Clearing account in the General Ledger.

Vendor Open Items

There are two reports for identifying vendor open items. FBL1N can be executed for a specific
business area and allows drill-down to the individua documents. It does not include fund
information. ZOPENITEMAP does not have drill-down functionality, but it does include fund
information. Open vendor items must be researched to determine why the invoice/credit memo
has not cleared (paid), and corrective action should be taken immediately.

Instructions for both transactions are attached here.

£ £

Instructions for Instructions for
FBLIN.doc ZOPENITEMAP.doc

Transaction F-44 —Vendor Clearing (Manual)

Most clearing of vendor accounts is done via the payment run and the Automatic Clearing run,
which are scheduled nightly. However, any manua clearing should be done using transaction F-

i

Instructions for
F-44.doc
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GR/IR Clearing

Invoice and payment processing via purchase orders involves a three way match between the
purchase order, goods receipt and the invoice. Invoice verification is completed in order to verify
the accuracy and arrangements being made to issue a payment to a vendor for goods. This
process is called the ‘ 3-way match’. The ‘3-way match’ process matches the purchase order,
good receipt (for goods and services) and invoice for quantity and price match.

General Information: When a Requisition is created a commitment is created automatically to
reserve the funds and draw down on the budget. When the Purchase Order is created the
commitment is confirmed.

When the goods are received, a Goods Receipt is created in AASIS stating quantities received.
At this point the amount of the original Purchase Order, if all quantities are received, is posted
(debited) to the corresponding General Ledger account, Cost Center, Order or WBS element
(recording the expense) and the “GR/IR Account” is credited.

The GR/IR account is a holding or clearing account which tracks the pending obligations to pay.
When the Invoice is received from the Vendor it is entered into AASIS through the Invoice
verification transaction. The posting compares the original Purchase Order, Goods Receipt, and
Invoice for a three-way match based on price and quantity within tolerance.

If there is a match, the GR/IR account is debited and the Vendor account is credited for the
amount of the invoice. The Invoice date becomes the baseline date for payment of the invoice
based upon the payment terms set out in the Purchase Order. If atolerance is exceeded, the
tolerance entry is made automatically to complete the transaction and the invoice is blocked for
payment. Once the tolerance has been addressed by a revision to the Purchase Order or perhaps a
Credit Memo, unblock and payment issues, taking full advantage of VVendor discounts.

Agency Accounts Payable will have to monitor the GR/IR account for transactions in their
agency that are old and clear them out by resolving or having issues (blocks) resolved. The
GR/IR Clearing account is cleared centrally by the Automatic Clearing run on the 24 and 16" of
each month (more frequently at year-end). In the event that Due To/Due From postings are
generated by the clearing run, DFA-Office of Accounting will contact the agency to post a
settling entry.

Any items that do not clear on the Automatic Clearing run must be researched to determine why

they are still open and what, if anything should be done to correct the problem. Research should
reports from both the FI and MM modules.
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(Goods Receipt/Invoice Receipt ACCOUNT

A. Purchase Order (No entry)
B. Goods Receipt is entered.
C. Invoice is entered.

D. Check is issued

Expense GRIR Account
$ 100.00 B $ 100.00 B
$100.00 C
Vendor Bank
$100.00 C
$100.00D $100.00 D

Accounts Payable Processing

Analyze the outstanding entries in the GR/IR using the following as a guide. Please note that
prior year open GR/IR items may require special action or approva from DFA-Office of
Accounting.

Goods Receipt (document type WE) has been entered and no Invoice

Receipt (document type RE) has been entered.

7
0’0

Verify that invoice was not entered as a non-PO invoice (FB60) by
displaying vendor line items (FBL1N). Seethe next bullet for
instructions for clearing GR/IR if invoice was entered as a non-PO
invoice.

If no invoice has been entered, contact vendor for invoice to be
paid (entering an invoice for the full amount will alow GR/IR to clear
and credit the vendor).

Contact receiver to determine if goods were received in error
(receiver will then reverse GR to allow GR/IR to clear and credit
expense).

Goods Receipt has been entered and invoice was processed as a non-

PO invoice (FB60) — Expense will be charged twice (Once when GR was
entered and again when non-PO invoice was entered)

7
0’0

Enter an invoice (Transaction MRHR) with a zero vendor line
item, change the amount(s) brought forward from the goods receipt to
zero. Quantity will have to match quantity (value) of goods invoiced.
Thiswill allow GR/IR to clear and credit the expense.

Invoice Receipt has been entered (document type RE) and no Goods

Receipt has been entered (document will be BLOCKED)

O o
LR X4

Contact the Recelver to determine if goods have been received

If goods were received, have Receiver enter GR. This will debit
the expense, dlow GR/IR to be cleared and unblock the invoice (when
DF&A runs automatic unblocking)
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X If goods have not been received, have receiver contact for delivery
date, may be necessary to reverse invoice (transaction MR08)

Invoice Receipt has been entered and quantity is larger than Goods Receipt
quantity (document will be BLOCKED)

X Contact the Recelver to determine if further goods receipts are
expected. If further GR’ s are entered, this will debit the expense, alow
GRIR to be cleared and unblock the invoice (when DF&A runs
automatic unblocking).

The Recelver may have to contact the Buyer to determine if
guantities should be added to the PO (additiona GR’s may exceed
tolerance on the PO and PO may require re-gpproval)

Contact the vendor for a credit memo for the amount overcharged.
Thiswill debit the vendor and credit GRIR. Invoice will then have to
be manually unblocked (transaction MR02)

>

R/
*

®
%

Goods Receipt quantity is larger than invoice quantity

+» Contact the Receiver to ensure that GR was entered correctly.
Correcting the document will credit the expense and alow GR/IR to be
Cleared.

+ If GR was entered correctly, contact the vendor to determine if further
invoices are expected, if they do not intend to invoice further, contact
DF&A to clear quantity in GR/IR, and Buyer to close the Purchase
Order (unless vendor requests that the goods be returned — Receiver
will then have to enter a return of goods to the vendor, thiswill alow
GRIR to clear)

Invoice Receipt was entered and entry made in GR/IR in error — subsequent

debit/credit should have been selected when not affecting quantity (should

have only affected Vendor account and Cost Element/Cost Object).

% Reverse (cancd) origina invoice and re-enter invoice using sub.
debit/credit

« If awarrant has aready been issued (item cannot be cancelled because
it is cleared) contact the receiver to enter another GR for the same
quantity that was entered on the invoice receipt

Clearing the GR/IR Clearing account requiresthe FlI personnel to work with the MM
personnel to deter mine the cause of imbalances and take the appropriate corrective
measures. Some entries can only be made by DFA-Office of Accounting dueto the nature
of thetransactions, but should only be done after consultation with the appropriate agency
staff.

Financial Staff
Transactions FBL3N and ZAP4

These reports can be used to analyze the outstanding balance in the GR/IR Clearing account.
Oncethe Financial personnel determine which purchase orders are causing the balance, they
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should contact their MM counterpart to analyze the PO and determine what, if anything can be
done from the MM side to fix the problem.

£ £

Instructions for ZAP4 Instructions for
- GRIR.doc FBL3N - GRIR.doc

Transaction MB5S
Responsible Agency: All agencies

Transaction MB5S — Report from the Materials Management viewpoint used to analyze
discrepancies on purchase order history between GR and IR. Thisincludes missing GR'sor IR’s.

Instructions for MB5S are attached here. Users requiring further assistance should contact DFA-
Office of State Procurement or the AASIS Support Center.

-

Instructions for
TRANSACTION MBS5S.

Accounting Appendix 2

Review Parked, Held and Blocked Documents

Display Parked Documents - FBV 3,

Report Program for Parked Vendor Invoices- ZF_VEND_INVO01,
MIR6 — Parked/Held MIRO’s

MRBR — Blocked I nvoices

Accounting » Financia Accounting » General Ledger » Document > Parked
3 Documents » Display
Responsible Agency: All

Purpose: Verify that al necessary documents are posted in the correct fiscal year, and delete
unnecessary and/or incorrect documents.

Step 1. Display list of parked documents.
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Dispiay Parked Document: initiai Screen
B Document ist || & Editing Options |

Company Code  ARK
Doc. Mumber
Fiscal Year

To create alist of parked documents by User ID, click the “List” button.
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Prograrm  Edit  Got

@ BB eae DHE LN BHE @0
List of Parked Documents
& [
Company code MRE o ?
Document number to =
Fiscal year 2004 to =
General Selections
Pasting date 7112003 1o 6/30/2004| @ o
Document date 1o 5
Document type o o
Reference 1o 5
Document header text 1o 5
Entered by o o
Business area o61@ 1o =
Processing Status
Enter release 1o =
Complete o o
Released to =

‘ [ [Fova bd | sapedy | OVR

Selection Criteria:

Company Code is ARK

Fiscal Year is current

Posting Date should be a range from 7/1/200? — present or 6/30/2007?

Enter aUser ID in the “entered by” field to get a report for one person or you can use
the multiple selection feature to enter severa User IDs.

Business areais a required field, so enter your agency number

AN NN

<\
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List Edit Go

B3 dH @ DHE Hhon BE @0
Dispiay Parked Documents: List
FGRESEFTEFREHRTEHE S O

‘ St |CoCdDocumentMo|T...|Entered an Year| User Transaction Code

|| |ARK [1000207837 [KR(10/31/2003 | 2004|E1WASHINGT. . FBED [+]
| [ [ARK | 1000207943 [KR[10/31/2003 | 2004 E1WASHINGT..|FBE0 [=]
|| |ARK [1000207846 |KR[10/31/2003 | 2004|E1WASHINGT...|FBED

| [ |ARK | 1000207850 [KR[10/31/2003 | 2004 E1WASHINGT | FBBD

|| |ARK 1000208134 |[KR[10/31/2003 | 2004|E1WASHINGT. . FBED

| [ |ARK | 1000208517 [KR[11/17/2003 |2004 TJRAINER  |FB10

|| |ARK 1000208672 [KR[1 20272003 | 2004 TNTHOMAS  |FEN

| [ |ARK | 1000208573 |KR| 120212003 | 2004 | LVKERR FBGD

| || |ARk | 1000208575 |KR[12/0212003 |2004 TNTHOMAS | ZFBRZ

|| |ARK |1000208688 [KR(12/0572003 |2004|TEST-FIO007  |FBED

| [ |ARK |1000208616 [KR[12/11/2003 |2004 TEST-FIOOG7 |FEOT

|| |ARK 1000208618 [KR(01/0272004 |2004|DZHARRIS  |ZFERZ

| || [ARK |1000208619 [KR[01/0212008 |2004 DZHARRIS | 2FBRZ

| | |ARK |1000208620 [KR[01/0272004 |2004|DZHARRIS  |ZFERZ

| || [ARK |1000208621 [KR|01/0212004 |2004 DZHARRIS  |ZFBRZ

|| |ARK 1000208522 [KR(01/022004 | 2004 DZHARRIS  |FEW

| || [ARK |1000208650 |KR|01/2212004 |2004 TNTHOMAS  |FBBO

|| |ARK |1000208654 KR(01/26/72004 |2004|DZHARRIS  |FBED

| || |ARK | 1000208665 |KR|02/20i2004 | 2004 CEVOLLMAN |FBBD

| || |AR | 1000208667 [KR|02/Z32008 |2004 TNTHOMAS  |FBE0

|| |ARK 1000208672 [KR(031 82004 |2004| TIRAINER  |FBED H
| [ [ARK | 1000208678 [KR|0232008 |2004 THTHOMAS  |FBED

|| |ARK 1000208682 [KR(03/23/2004 |2004|DZHARRIS  |FBED

| [ |ARK | 1000208685 [KR|0242008 | 2004 TNTHOMAS  |FBE0

|| |ARK |[1000208588 |KR(03(2672004 | 2004 DZHARRIS  |FEW

| [ |ARK | 1000208692 [KR|03/25/2004 | 2004 DZHARRIS  |FBRZ

|| |ARK |1000208596 |KR|0326/2004 | 2004 DZHARRIS  |FEO1

| || |ARK | 1000208715 |KR|04/07/2004 | 2004 TNTHOMAS  |FBBO L
| || |ARk | 1000208729 |[KR|041 512004 |2004 AAPSBUSIFN |FBEO [+]
— [=]
@ 101 terns displayed [ [Fova bd | sapedy | OVR

About running the report:
» The report now displays User ID, so running the report by business areawill bring up
all parked documents for your agency. The report can then be sorted by user ID.
» You can aso bring in such information as Header Text to help identify the purpose of
the documents.
» Business Areais now a selection criteria for parked documents.

Step 2: Review the documents and take the appropriate action.
Each document must be completed and/or posted, or deleted. Y ou can either drill down on the
report list to view the document or use transaction FBV 3. The transaction to post or deleteis
FBVO.
Things to keep in mind when evaluating the older documents:

v" Make sure the GL accounts are correct and still valid for posting

v If itisan expense error correction, verify that it affects your appropriation and budget
the way it should and that Office of Accounting has been notified to post it
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Report Program for Parked Vendor Invoices-
ZF VEND_INVO01

OB 2] ) (e O

LR
LR
L
LR
o
oo
o
oo
L
L
oo
o 09:00:00

oo e o

Enter Company Code: ARK

Enter Business Area

Enter Fiscal Year: current

Execute.

NOTE: Thisreport generates alist of parked invoices ONLY. No other document types are
included in this report.
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List Edit Goto

@ EIRE YR EEEERIERIEE

Report program for parked Vendor invoices
IEE] |8 | W@ | @ O kec|| & rinprvew

Fis..|Doc Date |Posting Da|Entered Da  |Entere... |Entered by  |Doc Mu... |Assign Num Ref Doc Mu MNetDueda |CD1 Due da (CD2 Dueda | Du..|Bus..|F
2003|061 82002\ 08f26/2002| 08f26/2002  [15:46:55 \HBDIFFEE |195369.. |52 11873 ¥ 5211873 082602002 |0B8f26/2002 |08/26/2002 | 283- (0610
2003 |07/01/2002|07/24/2002|07/24/2002  [15:46:13 |\MEBARGIEL | 194832, |Inv.#108033390 18033390 0712452002 |07f2452002 [07i2452002 | 316- (0610
2003 |07/15/2002|07126/2002|07/26/2002  (08:26:07 |MEBARGIEL | 1949045, |07M152002 Stm... |07/159/2002 5. |07/26/2002  (O7f26/2002 |07/26/2002 | 314- (0610

2003 |07i22r2002(01/06/2003|01/06/2003  [14:22:50 [E1WWASHIM...|197391...|302283 302283 01/06/2003  [01/06/2003 |01/06/2003 | 140- (0610
2003|121 6/2002{02/05/2003| 020502003 (13:25:47 [E1WASHIN. | 197875 (180769 190769 02052003 |(02/04/2003 |02/05/2003 | 120-|0610
2003|121 7i2002{ 01 A 6/2003| 01162003 (17:18:39 [E1WASHIMN..| 197601 .. (317636 317636 01162003 (01M16/2003 |01/16/2003 | 140-|0610

2003 |0107/2003(01/29/2003| 01/292003  (10:56:44 [ETWASHIN..| 1977849 (202396, 208035 [202396,2080..(01/292003  |01/292003  (01/29/2003 | 127- (0610

ZF VEND_INVO1

Review parked document list in ZF_VEND _INVO01 to determine whether each parked
document is to be posted or deleted.
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MR1B —Held MIRO’s

User name defaults in MIRG6. Leave default name or enter other user names/s from your
agency. User nameisthe ONLY criteriathat will limit the results to entries made by your

agency.
Enter current Fiscal Y ear.

Select unverified invoices, invoices with errors, correct invoice under invoice status box.

Select background under Entry box.

Execute.

Invoices  Edit Goto  Ernvironment  Settings

pa @ ea SR anhan AR @
Invoice Overview: Invoice Documents
ol &3 5 2 EX| = Assignment |52 | Dielivary notes || Purchase orders || Waterial

Dac. numb...|C. | Iny. Veriﬁca...|U LWL (Invoicing p... |Mame F|Csh dis.dte (Crey |(Gross invoice amo..|Difference
QO@(289156 B Mo ver|#||[]|[][#][100035355 [COUNSELING 8%CS OF EASTERN AR INC  |W05/05/2003|USD 500.00 o.08e
OO@(259686 3 Mo wve.|¥|[T][][W100001741 AR BUSINESS MACHINES WB5/B6/2003|USD 27.32 B.0c
OOG(259864 3 Mo ve.|¥|[][][]100087941 |ULTRA CARTRIDGE PRODUCTS WB5/B6/2003|USD 95 .08 B.0c
QO@E02078 3 Mo wve ]|+t 8AA27153 |DELTA FOREMOST CHEMICAL CORP. Was /307 2003{U50 a84 .27 o aE
QO@E02215 3 Mo ve |M|[T][T]F1008939708 MOURGLIA JOMN WBs/ 3042003050 871.600 0. ae
oOp302813 3 o we || 1[w]100047139 MODOMNALD LOGKSMITH SUPFLY ING WOE/02/2083(USD 43 .69 0.0¢
QO@303158 3 Mo ve ||[T][C1M100841818 |NTELISTAF ING WBG/ 02/ 2003|US0 2,877.20 o ae
QO@E03514 3 Mo ve ||[T]|[C]M100882312 |AMES ENTERPRISE WBG/03/2003|U5D 66O, 71 o ae
QO@[304546 3 Mo wve [ ]| ]w]100082559 |GRANT DAVID R WBG/B4/2003|USD 2,100.00 B.0c
MIRG6

Review the list of held documents and determine whether documents need deleted or posted.

33



Y ear-end Closing Procedures

Transaction M RBR- Blocked I nvoices

Blocked MIRO documents which have had the block removed in a Financial Accounting (FI)
transaction instead of the Materials Management (MM) Transaction MRBR (Releasing Blocked
Invoices) will continue to show in blocked status in Materials Management (MM). Regardless
whether the MIRO invoice has generated a payment or not, the block must still be removed to
relieve the MM area.

The following tutorial provides steps for using Transaction MRBR to produce a report of
blocked invoices.

Frogram Edit Goto Systermn Help

& BdH a2 EE 8 04a0 @
Releasing Biocked Invoices
& b =

Selection of hlocked invoices

Company code ARE to
Invoice docurment to
Fiscal year 2003 to
Wendar to
Fosting date o
Due date L
Furchasing group PTT to
Uzer to
Processing
@ Releaze manually i Release automatically

[] Mave cash disc. date

Blocking procedure

@ Blocked due to variances
i Manual payment block
) Stachastically blocked

Enter Company Code ARK.

Enter current Fiscal Y ear

Enter Purchasing Organization to narrow report to your agency.
To further narrow report, enter User/s.

Sdlect “Release manually” under Processing.
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Select “Blocked due to variances’ under Blocking Procedure.

Click on Execute.

List Edit Goto S

@ )

JH @@ CRE ODhOa @ m

Releasing Blocked invoices

Save changes

T Blocking reason || f& &8 Purchase order & Invoice ||E8 Creditor |G PO history |, 4] 4 » M & B & F (3

Doc. no. Year |Curr. |Trans]Dhate Exch.rate|L.cur|Type|Pstg date [CoCd|Inv. pty Mame User na
I 161544 2083 | USD  |E8/20/2002( 1. 00000 RE 08/20/2002 |ARK | 100047038 |OFFICE DEPOT INC 1JTOOLE
[ 169325 2003 |USD  |B9/06/2002( 1.00000 RE 09/06/2002 |ARK | 100053034 |SOFTMART CONMP RADIO SHACK INC 1JTOOLE
[ 159852 2003 USD  |B9/06/2002( 1.00000 RE 09/06/2002 |ARK | 100032514 |COLEMAM'S OFFCE & SCHOOL 1JTOOLE
[ 174041 2003 (USD |O9/16/2002) 1.006800 RE | 09/16/2002|ARK |100048932 |WAL-MART KMMULHE
[ 175607 2003 USD @917 /2002( 1. 00000 RE 09/17/2002 |ARK | 100032514 |COLEMAM'S OFFCE & SCHOOL 1JTOOLE
[ 17EATH 2083 |USD  |B9/18/2002( 1. 00000 RE 09/18/2002 |ARK | 100035172 |WHITE CO AUTO SUPPLY INWC 1JTOOLE
[ 186336 2003 USD  |10/08/2002( 1.00000 RE 10/058/2002 |ARK | 100028336 |TRUMAN BAKER CHEWROLET CO INC KMMULHE
[ 241379 2083 USD  |@1/28/2003( 1. 00000 RE 01/28/2003 |ARK | 100005261 |UMISOURCE INC 1JTOOLE
[ 243799 2003 |USD  |B2/03/2003( 1.00000 RE 02/03/2003 |ARK | 100081738 |COPY SYSTEMS INC 1JTOOLE
[ 245671 2083 |USD  |E2/06/2003( 1.00000 RE 02/06/2003 |ARK | 1060089471 |SEARCY WINTEMP CO. KMMULHE
[ 245747 2003 |USD  |E2/06/2003( 1.00000 RE 02/06/2003 |ARK | 100047038 |OFFICE DEPOT INMC KMMULHE

Report will appear.

To see blocking reasons, scroll to the right until you see the columns marked SD, G, M, P, I,
S, T, and Q. These are blocking reasons.

SO{G| M PII[S[T|O

o o R o o

=

MRBR (cont.)

A description of the block is provided by right clicking on the blocking code.
The example above of P indicates Pricing as the reason for the block.

Blocking reason: price

Specifies ifT the invoice item is blocked due fo price wariance.
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DETERMINE PAID STATUS

To determine if an invoice is paid or unpaid by placing a check mark in front of the invoice and
clicking on display invoice icon.

List Edit Goto

@ 100 Cee DHE OHPOD DE

Releasing Blocked Invoices

Save changes || [0 Blocking reason || &7 |EE Purchase order P2 Creditor | |EE] PO histary

Year |Gurr . [Trans]Date Exch. rate|L cur|Type|Psto date |GoCd|Inv. pty |Mame
2003 | Ush Qas20/2002) 1. 00000 RE Q2872072002 |ARE | 100047038 [OFFIC
2003 | Ush Q9067 2002) 1. 00000 RE 09/0G6/2002 | ARE | 100053034 [SOFTR
2003 | Ush Q9f06/2002) 1. 00000 RE Q9/06/2002 | ARE | 100032514 [COLER
2003 | USD A9M16 2002 1 . GREEA RE M9/16/ 2002 | ARE | 10E043932 (WAL -F
2003 | USD Aa/17 2002 1 GREEA RE [a/1 72002 | ARE | 10E032514 [COLER
2003 | USD Aa/18/2002) 1 QREEA RE [a/18/2002 | ARE | 10E035172 [WHITE
2003 USD 104082002 1.00000 RE T0/0B8/2002 (ARE 100028336 | TRUAE
2003 USD 01 /28/20030 1.00000 RE 01 /282003 (ARE 100005261 [UMISC
2003 USD Q2/03/20030 1.00000 RE Q2/03/2003 (ARE (100001738 [COPY
2003 | UsDh Q2/06/2003) 1.00000 RE 02/06/2003 | ARK | 10003471 [SEARC
2003 | UsDh Q2/06/2003]) 1.00000 RE 02/06/2003 | ARK | 100047033 [OFFIC

Invoice document  Goto Enwironment  Systerm Help

& afid H €@ I SEE fHnax @) o

Invoice/Credit Memo 161544 2003 Display itemn List

43 [@ & Purchase order | &F PO historyg®F ollow-on documents “ccount assignment | 5,

IFFICE DEPOT IMNG / MORTH LITTLE ROCK AR 72116

Gross iny. amnt B33.75 k=]
TaxC P1
Calculate tax

Irvoice items
Material Short text PO Ite Flan
Armaount Cluantity Ta 5u Fi Ma Delkote/BLad!Ser  Acct
10023877 COMPUTER SUFPFLIES, MISC, EACH 4500121202 10 99499
127.92 + 3 EA P1 MMM =Y

Materials Management (MM) invoice will display. To check paid status click on Follow-on
Documents.
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List of Documents in Accounting

Documents in Accounting

Document category Document n| &r
<££§Qgﬂ}iﬂg document 51151402 | =
Spec. purpose Tedger 1010933244
Cost accounting doc. 104150187
Funds Management doc 10048111749

¥ G Original document ) 38

Click on Accounting Document.
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Document  Edit Goto  Settings wras  Emwvironment  Systerm Help

& | A H @@ DHE OTan @)L
Document Overview
G2 4P ME T ETE M [ chose | |[@ save | TF B & E B Taxdata

Doc.type : RE { Inwoice receipt ) MWormal document

Doc. number 51151402 Company code ARK Fizcal year 2003
Doc. date 0a/09/z2aa2 Posting date 0a/2e/2082  Period g2
Ref.doc. 08/20-IT-16

[Doc.currency Ush

Itm|PE| Account Cost ctr|BA Funds | Fund Amount | Order Bccount short text Text
——

ﬂi 100047038 0540 G83.7h- OFFICE DEPOT INC
2 | BB [ TTT T e 2 R e BEHEH 12 ETFOAL e e R e ASA 1o el v Fing
J186( 2111001000 (371201 0540 (713 ETFO180 38,71 | Ie540001 (GRIR Clearing
4186( 2111001000 (371201 0540 (713 ETFO180 26,36 | I6540001 (GRIR Clearing
1862111001000 (371201 0540 (713 ETFO180 171.58 | I8540001 [GRIR C1earing
G186(2111801800 (371201 05408 (713 ETFO1BQ 127 .14 | IB540001 [GRIR Clearing
7|86(2111801000 (371201 0540 (713 ETFO100Q 96.31 | I0540001 (GRIR Clearing
8|86(21116001000 (371201 0540 (713 ETFO1080 54 04 | I0540002 (GRIR Clearing
9186(2111001000 (371201 0540 (713 ETFO1080 8.53 [I0540003|GRIR Clearing
1081 5090006000 371201 0540 (713 ETFO1080 32 68 | I0540003(0ffice Supplies

Click on vendor payment line (Posting Key 31).
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Dispiay Document: Line item 001

2 2w a & W& Wore data Withholding tax data

Wendor 100047038 QOFFICE DEFPOT [MC GiLacc 21100876080
Cormparny code ARK 4000 MCCAIR BLYD

State of Arkansas MORTH LITTLE ROk, Doc. no. 51157402
Line Iterm 1/ lnvaice f 31

Armount 623.75 LsD

Tax code P1

Witax base G41 .26 USD WWtax exempt 42.49 YWtax code  @F

Additional details

Bus. area B540Q

Disc. base 623.75 USD  Disc. amount  0.00 s
Paytterms BEaT Days/percent @  B.008 % O  @.008 % 0
Bline date B3/ 2042002 Fixed

FPrmnt block Invaice ref. i i

Payment cur.
Prant method W Prnt meth.supl. &
Payiment ref.

learing pEf 2142002 / TOO3TET1465
AssiOnmen =

Text |'$'¢“,, Long text

If clearing document number displays, the invoice document has cleared and the invoice will
need to be released in MRBR to clean up MM records. If the invoice has not cleared yet, then the
user should investigate the payment block to determine if variance is acceptable before releasing
in MRBR. (Document may need reversed and re-keyed correctly.)

Releasing a Blocked Invoicein MRBR
The following provides the steps for releasing either apaid or unpaid blocked MIRO in
Transaction MRBR.
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Releasing a blocked MIRO

Edit

List Help

2dH @ CHE HDhON BAE @

Releasing Blocked Invoices

Eoto

Save changes | T Blocking reason | B &8 Purchase order | |EF Invoice | &8 Creditor | &F PO histan

Doc. ho.  |Year|Cure. |TransiDate Exch.rate|L.cur|Type|Psto date |CoCd|Inv. pty  |Mam

fvw 161544 2003 U0 |@8/20/2002] 1.00000 RE [08/20/2002 | ARK (100047038 |OFF
[ 188825 2083 UsD  |B9/06/2002] 1.00000 RE [09/06/2002 ) ARE [100053034 |S50F

Sdect the invoice for release.

List Edit Goto Seftings  System Help

& 29 e SHE oL BE @

Releasing Blocked Invoices

Save changes Blocking reason |87 |EF Purchase order &I Invoice | |8 Creditor | &F PO histary |5, |14

t|PGr|Ref. doc. |Year|Item|Ind.: upd. |CTyp|Ctr. key Quantity |0Un |50 G(M|P|I{S|T(0Q D1
w9277 (5000175169 2002 a 10 [EA ﬂ
[ 9277 |5000184172| 2002 1 2 |EA 7]
[ 9|277 (5000181594 | 2002 1 1 |EA X
[ 9|277|5000188708( 2002 4 2 |ER ¥
[ 9277 (5000184175| 2002 2 5 |EA I3
[ 9277 (5000190621 2002 1 1 |EA X
[ 9|277[5s000201885| 2002 1 1 |EA X
[ 9|277(5000259828( 2003 1 25 (TS ¥
[ 9277 (5000262107 2003 1 2 |EA I3
[ 9277 |5000263582| 2003 3 1 |EA X
[ 9|277 5000226198 2002 8 2 |ER X

Scroll to the right to blocking reasons and highlight the X under the blocking reason.
Click on cancel blocking reason button.
Click on Save Changes button.

Message will appear 1 invoice released.

E@ 1 invoices released

NOTE: Multiple invoices can be released at one time by selecting invoices, highlight all
blocking reasons, canceling all blocking reasons, and the saving changes.
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Accounting Appendix 3

Clearing or Settling Due To/Due From Balances

Entries should not be made to Cash in State Treasury-Outgoing, Cash in State Treasury -
Incoming, Cash in State Treasury-EFT Outgoing, Cash in State Treasury-EFT Incoming,
Cash in State Treasury - Transfers Outgoing and Cash In State Treasury - Transfers
Incoming due to reconciliation procedurestaking place. Entriesyou feel are necessary that
affect these accounts should be discussed with M elanie Hazedip @ 682-5229 prior to
making the entries.

There aretwo primary financia ledgersin AASIS — the General Ledger and the Special Ledger.
Items posted to the General Ledger flow through and post to the Specia Ledger, and we take our
financial statements from the Special Ledger. In order for a document to post to the General
Ledger, it must have balanced Debits and Credits. In order for a document to post to the Special
Ledger, it must be balanced by D/C by Fund and Business Area. If adocument is balanced by
D/C but not by Fund and Business Area, AASIS automatically creates a Due To/Due From to
balance the entry in the Special Ledger.

Example: An agency posts a two- line fund transfer for $200 with a Debit to one fund and a
Credit to the other fund.

General Ledger

Dr 1100001006 Cashin State TransfersIncoming  $200 XXX0000
Cr 1100001005 Cashin State Transfers Outgoing ~ $200 XXX0100

This entry will post as-is, because it is balanced — Debits = Credits.

Dr 1100001006 Cashin State Transfers Incoming ~ $200 XXX0100
Cr 1100001005 Cashin State Transfers Outgoing  $200 XX X0000
Dr 1140003000 Due To/Due From Clearing $200 XXX0000
Cr 1140003000 Due To/Due From Clearing $200 XXX0100

The same entry posts with additional line items in the Special Ledger. The entry is now balanced
by FUND — Debits = Credits for fund XXX0000 and for fund XXX0100. Thisis necessary in
order to have financial statements by fund.

The DT/DF account is used, in part, to monitor business processes for completion and to isolate
errors. Some examples of DT/DF entries that are part of business processes are Payroll, special
revenue and sales/use tax. For Payroll, posting the expense creates a DT/DF, but posting the
subsequent fund transfer to move money from the agency fund to the Payroll Paying fund
generates the “settling” DT/DF. The two net to zero when the business process is complete, and
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the DT/DF balance in the Payroll Paying Fund is used to monitor which agencies till owe
money or are due refunds.

For special revenue, the DT/DF is created when an agency posts specia revenue when
generating the deposit dip. The DT/DF is “settled” (nets to zero) when DFA posts revenue
distribution on the last day of each month. A new process will soon change the DT/DF for Sales
Tax. However, at thistime Sales and Use Tax DT/DF is generated at the time the invoice is
posted and is settled with an adjusting entry after the tax is remitted to DFA.

On the other hand, a keying error can cause a document to generate a DT/DF. These should aert
the user that the document has an error and should be reversed and re-entered or otherwise
corrected. Other DT/DF errors can come from clearing processes. Clearing transactions match
debits with credits when a business process is complete. For example, customer clearing
happens when a customer remits payment for an outstanding invoice. If the revenue on the
invoice was posted to Fund A but the cash was receipted to Fund B, the clearing document will
create a DT/DF. Options for corrective action in this case would include a revenue receipt
correction to move the revenue to Fund B, or afund transfer to move the money from Fund B to
Fund A.

The 1140003000 account is not opert item managed and requires more research to clear the
balances. The account must be analyzed by FUND to reach the correct zero balance. There are
three tools available for this. Transaction GD13 (Display Totals Records), GD20 (FI-SL Line
Display) and the Trial Balance report (Y_DEV_80000025).

Transaction GD13 for summary postings:

The Ledger number isZ1. Press Enter or click the Execute button.
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Z| 0 3iH Cee CHE DDLHD AR @
Display Tolals Records: Initial Screen
|$ Execute | Settings... ||& Maintain user tahles. .. |

1 [

Optimize colurmn width
[] Display zero recards

Click the “Get variant” icon and select the “DTDF Cleanup” variant.

The “DTDF Cleanup” variant EXCLUDES the fund ASA0000 (Specia Revenue) from both
fund fields (the one in the middle of the screen and the one at the bottom of the screen).
ASA0000 will be reconciled by Office of Accounting, so agencies do not need to includeit in
their efforts. 1f you have an incorrect Due To/Due From balance, you will be contacted by
Office of Accounting.

Enter the current Fiscal year.

Enter your agency number as the Business Area.
Enter Posting periods O to 16 (bottom of screen).
Execute the transaction.
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] 20 2090 ¢@e LHE Dnon BRI @5

Display Totals Records: Selection Ledger Z1

D Getvariant.. Shift+F5

Aecountnumber 1140003000
Businessarea 0405
Functionalarea
Costeenter

C

o =
oo |

[ | E
L B
oo =
oo |

[ ] E
0o B
oo =
| —
e
[ —
oo
| —
e
0o B
o =
L |

[ ] E
o =

Fod
weSelement
Sttheyfgue
Fundscenter
Fundbpe
Commitmentiem
Logicalsystem
Panercocode
Parneracentoumper
Sendbusares
Sendercosteenter

When the report comes up, select variant/ DTDFCLEANUP.

Thisis the essential information, including the other Business Area (SBA) and Fund involved in
the transaction that generated the DT/DF.
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List Edit Goto Settings

Extras
A H e CHE DDOoD BE @&
Ledger Z1: Display of All Data Records with Variant

O MNEE D E E % G [ choose [ save | T [ 2 E B P summarize

stern Help

Year |Account BA |Fund F. type|SB4 |Fund Croy|DYC Trans. cur. z
2003 |1148803000| 9405 |SIE0100 |GENER  |0610| HSCEOAE| USD |H 36, 360 35-
2003 |1140003000| 0405 |SIEO100 |GENER  |0610| PAYROLL|USD |H | 3,723,510.94-
2003 |1140003000| 0405 |SIEG100 |GENER  |0610| PAYROLL|USD |5 | 3,723,510.04
2003 |1140003000| 0405 |SIEG100 |GENER  |0610| UCFE181| USD |H 733.60-
2003 |1140003000| 9405 |SIEO100 |GENER  |B610| UCFA181| USD |5 £36.45
: USD 36, 457 .50-
[~
| @ List has been sorted I [6D13 b2l sapapns | OvR

This report works best for one fund at atime. On this screen you have the carryforward balance
(last year’s ending total) and al current year activity that total the cumulative balance for each
fund/business area combination. Just sort and subtotal by the second Fund field and investigate
anything that doesn’t net to zero. Drill down on atotal to get to the line items behind it.
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This is the drill-down screen on the first line item.

List Edit Goto Settings  System  Help

1A H e BHE DDhan HE @mE
Breakdown for Ledger Z1 Based on Selection
A w & & 5 F 3 B [ A4 Previousrecord | B Mextrecord

1410

R|ver |Year|CoCd|Account B4 |Cost ctr|F&|Fund Order |WBS elem.|5tatkF|Funds ctr|F. type|Cmmt item|LogSyste

o1 |2083| ARK 1140003000 0405 SIEO100 GEMER

Period| Trans.cur.| Cum.tr.cur| Co.cd.curr| Cum.lc.cur|Curr2|Quantity|Cum.gquant.|AddOty|Cum.ad.amt

ML 36,360.35-| 36,360.35-| 36,360.35-| 36,360.35-| USD

* Total 36,360.35- 36,360, 35- UsD

\

Posting
period

I

K0! I[«][+]

| [ | GD13 PEl | sapap0d | INS

If the Posting period is 000, the item is a carryforward from a prior fiscal year. The line items
are not available for prior year data, so you will need to run the report again for the prior fiscal
years for the details.

NOTE: You can use transaction GD20 (FI-SL Line Items), which will give the line detail rather

than the summary, but you should select for all fiscal years to get the full outstanding balance.
The easiest way to sort/summarize using GD20 is to export the report to Excel. Use the same
variant names for running the GD20 report.

GD20 could take MUCH longer to run than GD13. You can aso use the reports together: use
GD13 to isolate those DT/DF combinations thet do not net to zero, then use GD20 to get the
details of only those combinations.

It is important to get the combined total for ALL years. We want to settle all possible DT/DF

balances, not just for the current fiscal year. It is possible that a DT/DF from one fiscal year was

settled in alater year, and all years must be examined to verify this.
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When the GD20 fileisin Excel, sort it by the first Fund column, then subtotal at every changein

fund (Highlight the whole spreadsheet, then go to Data > Subtotals). Y ou will need to
investigate the funds that do not subtotal to zero.

L8]
File Edit ‘Wew Insert  Formak  Tools  Daka  Window  Help Type a question For help = & X
Iﬁﬁéﬁihﬂ-@azv“l@m%v?IU-B LA
._ama?iagmz%%@ 7 Wy g2 | werep i
k14 hd I
1[2[3] A B ] e ] b | E | F (&lH[1] 7 S g
|1 [Fund Account Amount Posting Dat 3PL Doc | RefDocumnt [Text BA SBA TPFund _J
2 |FCPOS00 | 11400030000 -2,802.35 771342001 1000011640 10410 700 510 PAYROLL
3 |FCPOS00 | 1140003000 2,802.35 771172001 1000018601 12000061 700 510 PAYROLL
4 |FCPOS00 | 11400030000 -3,332.13 7/27/2001 | 1000227221 85476 700 510 PAYROLL
4 |FCPOS00 | 1140003000 3,339.13 7/27/2001 1000231053 12000589 700 610 PAYROLL
6 |FCPOS00 | 1140003000 -3,340.40) 5/10/2001 | 1000517250 130705 700 510 PAYROLL
7 |FCPOS00 | 1140003000 334040  8/4/2001 1000516181 12001029 700 610 PAYROLL
8 |FCPOS00 | 1140003000 -2,5830.88 5/24/2001 | 1000782568 161517 700 510 PAYROLL
9 |FCPOS00 | 1140003000 2,830.88 8/23/2001 1000757499 12001676 700 610 PAYROLL
+ |10 |FCPOS00 | 11400030000 -2 96011 8/7/2001 1001012657 199550 700 510 PAYROLL
- | 11 |FCPOS00 | 1140003000 296011 9/52001 1001017474 12002330 700 510 PAYROLL
12 |[FCPOS00 | 1140003000 -2,960.03 9/21/2001 | 1001245638 229627 700 510 PAYROLL
13 |[FCPOS00 | 1140003000 2,960.09  9/159/2001 1001254987 12002730 700 610 PAYROLL
|14 |FCPOSO0 | 1140003000 -2,970.18) 10472001 10015459454 259325 700 B10 PAYROLLI _l
15 [FCPOS00 | 1140003000 287018 10/4/2001 1001558938 12003360 700 610 PAYROLL
16 [FCPOS00 | 1140003000 -2,960.10 10/15/2001 | 1001787757 291156 700 510 PAYROLL
+ [ 17 |FCPOS00 | 1140003000 2.960.10 10/18/2001 1001809005 12003986 700 610 PAYROLL
158 |[FCPOS00 | 1140003000 -2,960.11 10/31/2001 | 10020458236 3228581 700 510 PAYROLL
19 |[FCPOS00 | 1140003000 296011 11A4/2001 1002066368 12004751 700 510 PAYROLL
20 |FCPOS00 | 1140003000 -2 960.09 11/16/2001 | 1002290821 363208 700 510 PAYROLL
21 [FCPOS00 | 1140003000 2,960.09 1171472001 1002292289 12005315 700 610 PAYROLL
22 |[FCPOS00 | 1140003000 -2,960.08 11/30/2001 | 1002505314 351545 700 510 PAYROLL
- |23 |FCPOS00 | 1140003000 2.960.08 11/28/2001 1002512942 12005735 700 610 PAYROLL
24 |[FCPOS00 | 1140003000 -2,960.54 12/14/2001 | 1002784853 407 405 700 510 PAYROLL
256 |[FCPOS00 | 1140003000 2,960.54 12/12/2001 1002801362 12005210 700 610 PAYROLL
b Comnonn 44 40002000 e O, B O o = o T B W T . T = A1 E 4D TOn L TAn FA W T
4 4 » M[\0700Example 1ES | =N
Ready ML
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In this case, most of the funds have zero subtotal balance. Most of the nonzero balance were

cause by Sales & Use Tax entries that have not been posted (those will be done centrally).

However, the report shows that fund HEG0800 owes $22,312.50 to fund HEG0400. The agency

should investigate this balance and process the transaction to clear it.

==
Fle Edit ‘iew Insett Format  Tools  Data  Window  Help Type a question for help = o & X
OE s e Piw LB -D-A - 2
e ; j : : 3‘ ;;; The reference document
K number is the same for
i[z] 3] A | B both funds, so this E_Je[nl 1] J e 5
= 119 |FCPOB00 | 11400030 H BRES239 7000 610 PAYROLL
d EEE FCPOBO0O | 114000300 document 1S the place tO BRS300 000 B10 PAYROLL
- 121 |FCPOBOD 114000300 start re%arChlng_ 12011623 7000 B10 PAYROLL
+ 122 |FCPOB00 | 114000300 633177 7000 610 PAYROLL
+ |123|FCPOBO0 | 11400030 FE3178 7000 610 PAYROLL
- |124|FCPOROD | 1140003000 381940 BA2 1008591476 12012516 000 B10 PAYROLL
=| [125|FCPO600 Total 0.00 ] [ |
[ - 126|FCPO700 | 1140003000 -2,075.50 10/24/2001 1913678 003672 700 700 HQ2AD100
+ |127 |[FCPO700 | 1140003000 -701.88 107252001 1003Q05565 F003E32 700 700 HQAD100
- |128|FCPO700 | 1140003000 207550 10/24/2001 100202297 4 BO03719 7000 FO0 HQAD100
- |129|FCPO700 | 1140003000 701.88 10/25/2001 1002022980 EO037 165 7000 700 HQAD100
= [130|FCP0700 Total 0 0
r- 131|HEGO400 | 1140003000 22,312,560 10/15/2001 1001734530 \S0000327 700 700 HEGOS00
= 132 HEGD400 Total 22312450 0]
r- \133|HEGOS00 | 1140003000 -22 31250 10/15/2001 | 1001734590 90000927 7000 700 HEGOD400
=/ [134 HEGOB00 Total -22.312.60 ]
[ - 135|HQADM00 1140003000 -7 643.10) 741342001 1000011630 10200 7000 610 PAYROLL
- |136|HGAD00 | 1140003000 -4 704 .57 7/13/2001 1000011631 10201 000 B10 PAYROLL
- 137 |HQADM00 | 1140003000 877637 7/13/2001 | 1000011632 10202 7000 B10 PAYROLL
+ |138|HGAD100 1140003000 -6,516.18 7/135/2001 1000011633 10203 7000 610 PAYROLL
+ 1358 HGAD100 | 1140003000 -81.90 7A32001 1000011634 10204 7000 610 PAYROLL
- |140|HGAD00 | 1140003000 -4 12463 7/135/2001 | 1000011635 10205 7000 B10 PAYROLL
= |141|HQAD00 | 1140003000 -10,931.06 7/13/2001 | 1000011636 10205 7000 B10 PAYROLL
+ 142/ HGAD00 1140003000 -3,824.29 7/135/2001 1000011637 10207 7000 610 PAYROLL
143 HGA0T00 | 11400030000 -13,485.28 774132001 1000011638 10408 7000 610 PAYROLL -
Add LT am4nm 44 Qnon2nnr A0 0 s e o T R W (O i T ] narr wininl e o T T W
4 4 » w[\070DDExample ]i] | Ll_l_‘
Ready LI
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To view the document you can either drill down on the GD13 or GD20 report, or go to
transaction FBO3 and enter the document number (Reference Document on the GD20 report).

| 000 2]aH C@e CHE ODOD HEIQN

Display Document: initial Screen

_EDBDBEQ?
Companycode  ARK
Fiscalyear
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The problem with this document is that it does not balance by fund: line 5 has a debit to fund
HEGO0800 and line 6 has a credit to fund HEG0400, which caused a DT/DF entry to be created in
the Specia Ledger.

Document  Edit Goto  Seftings  Esfras

DdH eEq SHE Hhan BE @M
Document Overview
&2 E R 2 E B % [ chose [ sae T @3 @ H Taxdata

Environment  Systermn Help

[«

Doc.type : ZT ( Treasury Transfers ) MWormal document E
Doc. number 9000927 Company code ARK Fiscal year 2002
Doc. date 1041642081 Posting date 16841572081  Period a4
Ref.doc. o7ee LM
Doc . currency usD
Doc.head.text F& payments
Itm|PK| Account Account short text |(BA  |Fund Amount |Cost ctr|Funds ctr| WBS elem. |Text

1(40) 1100001002 | Treasury Incoming 0708 (HEGTRZ2 3,465, 00

2|50| GEGROAZO00 | Intra-Agy Xfers In | GO700(HEG7AZ2Z2 3,465.00-| 414625 (197

3|40| 1108081002 | Treasury Incoming 0708 (HEGD3EE 96,900 . 60

4|50| BAGEOBZ000 | Intra-Agy Xfers In | O700(HEGD3OE 96,900.00- | 414643 (137

5140| 1100001002 | Treasury Incoming 0700 (HEGDEDE 22,312.50

f|50| GAGEOAZ000 | Intra-Agy Xfers In | GO700(HEGD400 22,312 .50- | 414644 (138

7(40] 1108081002 | Treasury Incoming B708 [HEGFAZ21 3,000, 88

8|50| BEGEOAZ000 | Intra-Agy Xfers In | O700(HEGTA21 3,000.00- 414624 (197

9140| 6O61002000 | Intra-Agy Xfers Out |O700(HEGDROO 126, 677.50 (416698 | 7O0Z

168 (50| 11066061801 | Treasury Outgoing O708 (HEGEADE 125,677 .50-

[+
ALl [ I[«][»]

| [ | FRO3 sapap0l | OWR

DO NOT REVERSE DOCUMENTS THAT HAVE CASH POSTINGS TO TREASURY

FUNDS. THE DFA RECONCILATION TEAM MAY HAVE ALREADY PROCESSED A
SEPARATE DOCUMENT IN RESPECT TO THE CASH LINES, OR THE DOCUMENT
MAY ALREADY HAVE CLEARED THE TREASURY.

There are two or three possible actions required in this instance:

If the cash was supposed to go into HEG0800, which is what happened, then only the DT/DF
needs to be fixed. The way to do that isto post an entry that will correct the GL accounts and

create an offsetting DT/DF:

Dr 6060002000 HEGO0400
Cr 6060002000 HEGO0800
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Y ear-end Closing Procedures

If the cash was supposed to go to fund HEG0400, which is NOT what happened, and if there has
not been afollow-on transfer to move the cash, the agency should post a new transfer document

with only two lines:

Dr 1100001006 HEG0400
Cr 1100001005 HEGO0800

Other DT/DF balances should be researched and corrected accordingly. The accounts for the

correcting entry will vary depending on what caused the error. Contract DFA Office of
Accounting for assistance with entries.

To use the Tria Balance report:

Fiscal Year = current fiscal year

Period From=0

Period To =16

Or Vaue(s) (Under Account group) = 1140003000

Or Value(s) (Under Agency goup) = Your Business Area

AN NN NN

Execute the report.

g 0 2ldBIeee CHE OnLN PR QE

Trial Balance sheet: Selection

| Cutput parameters... || Data source... || Exdract parameters... |

Selection values

Fiscal year
Period fram ]

Period to

Selection graups
Account group

Orvalue(s) 1140003000 to E
Agency group

Orvalue(s) 0405 to
Fund graup

Orvalug(s) to =

[> | v_DEV_s0000025 P2l | sapap0d | OVR
—
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Change the Variations on the left side of the screen to show the funds.

Eeport  Edit Goto Vie

ala @

EHE ODDO0 BER @

Trial Balance

H EHakh T SO &% EE|

-

Period

Wariation: Period

Yariation: Char...

O

Fund —[=]|
(]

< {4 * ZFIZ-TRLBA
000 CF
001 JUL
002 AUG
003 SEP
004 QCT
0as MO
006 DEC
007 JAN
108 FEB
009 MAR
010 AFR
E 011 may
B o12Jun

[ ]

mn | Lo [ (AW

Select Fund

n

4 b | & oniorr 2% &8 33

| Deb1’t|

Aoency 0405
Fund: *
Period 6. .12

aglEs

Er‘ed1‘t| Ba]ance|

1140003000
* BALANCE

o

DT/DF Clearing

17,674,920 63
17,674,920 63

(17,823,790 85) (148,870 .22)
(17,823,790 85) {148, 870.22)

[l

[0

|[«][+]

D |'v_DEV_g0000025 FEl | sapapnd | ovR
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Report  Edit Goto

Wiew Exras  Seftings  System H

190 eEe SHE Ohan BEE @,

Trial Balance

Click the triangle

H EBalk T &% | iothe left of the |- B comn (14 € ¥ b | & onor 4 &8 38 &
Wariation: Char... *Fund grO!Jp ﬁﬂﬁg?yﬂd% %
Periad [ ] folder to display Period:@. .12 N
Fund indivi
% | individual funtljs Deb1t| Ered1t| Ba]ance|
Wariation: Fu /‘ 1140003000 DT/DF Clearing 17 674 920 .63 ‘ ¥, 823,790.858) [143,870.22%
v,amﬁ * BALAMCE 17 674,920 63 (17 ,823,790.85) [148,870.22)
ASADO0OD
SIB0100 £
Scroll over to
display the
account balances.
| I o [EY || \ an |

[» | v_DEv_80000025 g sapapn4  OVR

Y ou can go down the list on the left side of the screen and view each fund individualy to find

those that have balances in the DT/DF account. Y ou will have to drill down on the balance and
sort through the documents to find the cause of the balance.

Balances related to Sales & Use Tax will be cleared by postings to be made centrally. Agencies
with outstanding balances related to Payroll will be contacted directly. Other balances must be
cleared on a case-by-case basis.

Drill down on the “Balance” column and select “Actual Line Items for Table ZFINLEDT.” This
report could take quite awhile to run.
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When the list comes up, click the “Other list variant” icon.

List Edit Goto

(=l

em Help
B @@ CHE HDPOon BE @
Actual Line ltems for Table ZFINLEDT

: | & ' = F-5L document || Line iterm detail | Legend || Sther list variant.

Ledger - Fiscal year o{Other listvariant. F7 [
Record Lype 0] Company code ARE E
Wersion 1
[Doc.no. LnItm |Psty date |Account BA  |Doc.na. Itm|Cost ctr |FA  |Fund Order Fund
S5(1009833619| 0ORAGYT (A7 /O2/2002( 1140003000 (0405 10024608 aaa ASAOBEO SIBQ1EQ
S5(1009933619| 000AGS (A7 /02/2002( 1140003000 (0405 10024608 aaa SIBO1EO ASADREOO
51009993881 | 0ORAG3 (A7 1A/ 2002 ( 1140003000 (0405 10024959 aaa ASADREOO SIBO1EO
51009993881 | 000004 | O7 /10,2002 1140003000 | 0405 10024959 (@00 SIEE10Q AsLEEO0
S(1010004129| 000E1 (A7 10/ 2002( 1140003000 (0405 12013788 aaa SIBQ1EQ PAYROLL
S(1010010149| 0R0AGT (A7 A12/2002| 1140003000 | Q405 | 7173764 aaa SIBO1EO PAYROLL
S(1010010150| 0R0AGT (A7 A12/2002| 1140003000 | A405( 7173765 aaa SIBO1EO PAYROLL
511010172736 000006 |07 17/2002) 1140003000 | 0405 19475613 (@O0 SIEE10Q UCF&101
S[1010265706| 00DAOS (A7 /22/2002( 1140003000 (0405| 10025427 aaa ASAOBEO SIBQ1EQ
S(1010265706| DODAGE (A7 /22/2002( 1140003000 (0405 10025427 aaa SIBO1EO ASADREOO
S{1010283057| 0ROOGT (A7 26/ 2002 | 1140003000 | 0405 | 7175622 aaa SIBO1EO PAYROLL
51010283058 | 000007 | O7 /26,2002 1140003000 |@405| 7175623 2]} SIEE10Q FAYROLL
S(1010308586| 000AN (A7 /24/2002( 1140003000 (0405] 12014367 aaa SIBQ1EQ PAYROLL
S(1010484253| 0ORAG3 (A7 /30/2002( 1140003000 (0405 10025835 aaa SIBO1EO UCFE101
S(1010511050| 000426 (A7 f31/2002| 1140003000 | 0405 | 6OQ91 25 aaa SIBO1EO ASADREOO
51010511050| 000428 |07/31/2002| 1140003000 |0405| 5005125 2]} SIEE10Q AsLEEO0
S(1010511050| 000441 (A7 /31/2002| 1140003000 | A405| GOAS1 25 aaa ASAOBEO SILo1en
S(1010511050| 000443 (A7 /31/2002| 1140003000 | A405( 6OAS125 aaa ASADREOO SHMO1E0
S(1010517509| 0ORAG3 (A8 /01 /2002 ( 1140003000 (0405 1002604 4 aaa ASADREOO SIBO1EO
5|1010517509| 000004 |08/ 01/2002) 1140003000 | 0405 10026044 |@O0 SIEE10Q AshoEog  f
S(1010611084| 000OGT A8/ 09,2002 | 1140003000 | A405| 71831613 aaa SIBQ1EQ PAYROLL [E
[+
A0 [ [l

| D | v_DEv 20000025 FE| sapap0d | QYR




Y ear-end Closing Procedures

Select the “DTDFLINES’ variant.

List Edit Goto

(=l

em Help
Al @ I CHE HDLOHIER @M
Actual Line ltems for Table ZFINLEDT

& ' & F-sSLdocument | Line item detail | Legend | Other listvariant..

Ledger Z1 Fiscal wear 2003
Record Lype 0] Company code ARE
YWersion o
bO|{Doc. no. Lnit  PRIESYSE| Due-To Due-From Line Items ost ctr Fa Fund Order Fund
STANDARD
5110095833618| 0p0A AShDBEO SIBO1GOO
511009933619| 0000 SIBO1GOO AShDBOO
511009993881 | 0EOA AShDBOO SIBO1G0O
511009993881 | QOO SIBO10O AShDgoo
511010004128| 0B0G SIBO1GOO PAYROLL
511010010149| 0000 SIBO1GOO PAYROLL
511010010150| 0EOA SIBO1G0O PAYROLL
S11010172736| 000a SIBO10O UCFGE181
511010266706| 0000 AShDBEO SIBO1GOO
511010266706| 0000 K& 7R F [H] ® SIBO1GOO AShDBOO
511010283057 | QOOATY AU SHUL [ U4UE] 71750 U SIBO1G0O PAYROLL
511010283058| 000aoy lgﬂggigmipmr48893889 0405 7175623 (2]o]] SIBO10O PAYROLL
511010308586| 000011 |07 /24/2002| 1140003000 | 0405 12014367 (000 SIBO1GOO PAYROLL
511010484253 | 000003 |07 /30/2002| 1140003000 | 0405| 10025835 (000 SIBO1GOO UCFG181
511010511050 | 000426 | 07/31/2002( 1140003000 |0405) 6009125 2]al] SIBO1G0O AShDBOO
511010511050 ( 000428 | 07/31/2002( 1140003000 | 0405) 6009125 (2]o]] SIBO10O AShDgoo
511010511050( 000441 |07 /31/2002( 1140003000 |0405] 6009125 2]al:] AShDBEO SILO1E0
511010511050( 00044307 /31/2002( 1140003000 |0405] 6009125 2]al] AShDBOO SHMO1 00
511010517509 | 000003 | 08/01/2002| 1140003000 | 0405| 10026044 (000 AShDBOO SIBO1G0O
511010517500 | 000004 | 08/01/2002| 1140003000 | 0405| 10026044 (@00 SIBO10O AShDgoo
511010611094 | 000007 | 08/09/2002( 1140003000 | 0405] 7181613 2]al] SIBO1GOO PAYROLL

D | v_DEv 20000025 FE| sapap0d | QYR
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This variant gives a different view of the DT/DF lines and makes it easier to subtotal.

Highlight the second “Fund” on the first document, and then sort the report.

Edit

em  Help
BdH @ OHEB aDhoan HE @@
Actual Line ltems for Table ZFINLEDT

@? &1 FI-5L docurnent | Line item detail || Legend || Other listvariant..

List Exfras

Goto

P.ccoun45':'m” ascending order F5|EIB Business area 0405 [«
Fund ASADAOE Send.bus.ar. 0405 E
Fund SIBOT0M ]
DT|Pstg date |RefDocumnt|RFYe|Ref. It|Entry dite |D|Crcy |(Lnltm |Doc.no. Transaction currency

S| OT/O2/2002 (10024608 | 2003 |000000| OF /02,2002 |H{USD |0DOBOOT| 10099336149 14 ,880.51- USD

* Bum total 14,8980.51- USD

Account number 1140003000 Business area 0405

Fund 5IBQ10Q Send.bus.ar. 0405

Fund ASLOOOE

DT|Psty date |RefDocumnt|RFYe|Ref It|Entry dte |D|Crcy |Lnltm |Doc.no. Transaction currency

S| O7/O2/2002 (10024608 | 2003 |000000| 07 /02,2002 |5|USD  |0DO0OOS| 10089336149 14 88051 USD

* 5um total 14 ,880.51 USD

Acocount number 1140003000 Business area 0405

Fund ASROOOE Send . hus.ar. 0405

Fund 51BO10Q

|DT|Pstg date RefDocumnt|RFYe|Ref.It|Entry ite |D|Ercy |LnI'tm |Dnc.nn. | Transaction currency | |

[~

| [ | ¥_DEV_g0000025 P2 | sapap04  OWR
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This will sort and subtotal the report, with documents grouped according to fund and business
area. Investigate anything that does not net to zero or is not legitimately outstanding. In this
example, the DT/DF is for use tax and will be settled after remittance.

Edit

List Goto  Ext em Help

2dH e SHE DL BE @,
Actual Line ltems for Table ZFINLEDT

@ E ? @ FI-5L document | Line item detail | Legend | Cther listvariant.

Account number 1140803000 Business area 0405 [E
Fund 5180100 Send.bus.ar. 0610 E
Fund UCFE101
DT|Pstg date |RefDocumnt|RFYe|Ref. It|Entry dite |D|Crcy |(Lnltm |Doc.no. Transaction currency
RE| 01/03/2003| 228357 2003 (0000R0| 01/03/2003 |H|{USD |AOOOAG| 1014178453 109.58- USD
SR 123112002 (10036368 | 2003 |000000|01/08/2003|5|U50 | 000003 1014336369 20.39  UsD
KR| 81/17¢2003| 19758591 2003 (0oe0oa| o1 /172003 |H{USD |@000a5| 1814654915 30.75- USD
RE| 01/28/2003| 241166 2003 (0000R0| 012842003 |H|{USD |AOOOAG| 1014847110 4.78- USD
KR| 02/03/2003|19783092 | 2003 |000000| 02/03/ 2003 |H|USD  |0O0OOS| 1015233079 27 B3- USD
KR| 02/03/2003|197836258 | 2003 |000000| 027032003 |H|USD | 0DO00OO8| 1015234335 B7.01- USD
RE| 02/10/2003|247471 2003 (00a0o0|02/10/2003 |H{USD |@O00AT| 1015588777 3.67- USD
RE| 02/10/2003 | 247472 2003 (0000R0| 0241042003 |H|{USD |AOQOAG| 1015589106 1.81- USD
SA|02/24/2003 (10040589 | 2003 |000000| 02/ 24/ 2003 |5|USD | 0O0OO3| 1016248546 145 11 USD
S| 031802003 (10042270 | 2003 |000000| 037182003 |5|USD | 000004 1017188140 120,22 UJSD
RE| 03/24/2003| 2686860 2003 (000000(03/24/2003 |H{USD |@O000A5| 1817485394 33.12- UsD
KR| 04/28/2003|10000127589| 2003 |000000| 04/ 28/ 2003 |H|USD | 0DOBOOS| 1015998203 19.74- USD
50| 05/01/2003 10045728 | 2003 |000000| 0501 /2003 |5|USD | 000003 1019116217 3312 USD
RE| 05/08/2003|290569 2003 (00R0R0| 05/A8¢ 2003 |H|USD |AOQO12| 1019396300 5. 46- USD
RE| 05/08/2003|290570 2003 (00a000| 05/ /@5/2003 | H(USD |@o0010| 181939580 5. 05- USD
SA| 05/20/2003 (10047020 | 2003 |000000| 0520/ 2003 |5|USD | 0OBOO3| 1018696577 19.74  USD
RE| 0G/BG6/2003 | 307062 2003 (00R0R0| 06/A6/ 2003 |H|USD |AOBO10| 1020298113 86.63- USD
* Sum total 49 50- USD |
Account number 1140003000 Business area 0405 E
[~

[ | ¥_DEV_g0000025 P2 | sapap04  OWR

57



Y ear-end Closing Procedures

Accounting Appendix 4

PRIOR YEAR INVOICES

Agency obligations for the previous fiscal year must not exceed the appropriation or
funds available for that year. Any obligations of funds that become due for payment during the
previous fiscal year that are in excess of the appropriations or funds available at the close of that
fiscal year cannot be processed in the next fiscal year. The disbursing officer may become liable
under his bond. It should be remembered that in the event the funds alotted to the agency are
less than the appropriation, then the obligations for the fiscal year must be limited to the
available funds. Under the law it is the responsibility of the disbursing officer of each State
agency to keep up with the obligations of the agency and the funds available for paying all such
obligations.

To comply with 19-4-702(a) and be able to provide listings to Legidative Audit of old
fiscal year invoices processed in the new fiscal year, the Office of Accounting will require that
the invoice number of these payments begin with the letter “Y” and be followed by digits of the
agency’s own choosing in the reference field.

NOTE: New Year and Prior Y ear obligations may not be combined for payment on the
same invoice.

Accounting Appendix 5

Linksand Information for Payroll Due To/From Cleanup

All agencies will need to clean up Payroll Due To/From accounts by June 17, 2003, and then
fully fund final payrolls by June 25, 2003 for the regular payroll, and by June 30, 2003 at 10am
for the Off-Cycle. Here are links and information to help with this process.

Payroll Posting Reporting Cour ses:

http://www.aasis.state.ar.us/Training/CourseWare/CWarePYREPT.htm
These may be selected from this menu in PowerPoint or Acrobat formats.

01 — Payroll Process Overview and Tips and Tools

02 — Payroll Posting Report

03 — Appendix A — Human Resource' s Wage Type Crosswalk to Finance's

General Ledger

04 — Payroll Due To/Due From using the GD20

05 — Payroll Due To/Due From using the Trial Balance

06 — Payroll Cash Transfer — Fund(s) List
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ZPAY XERR tutorial:
Be sure to alow time for these files to open.

PowerPoint:
http://www.aasis.state.ar.us/msofficedocs/courseware/HRAPAY -tutorial-
Zpayxerr.ppt

Acrobat:

http://www.aasis.state.ar.us/pdf/courseware/HRAPAY -tutorial-zpayxerr.pdf

Cash Operating Transfers:
http://www.state.ar.us/dfa/aasis forms
Select Cash Operating Transfersin Word or Acrobat format.

Should you have any question, please contact:
Florence Price, (501)682-3390, florence.price@arkansas.qov
Judy Reid, (501)371-3448, judy.reid@arkansas.gov
Stacy Brown, (501)682-3481, stacy.brown@arkansas.gov
Catherine Hickerson, (501)682-5402, Catherine.hickerson@dfa.state.ar.us
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